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Read This First

Welcome

Welcome to Time America’s TA100 Pro User’s Guide. This manual is shipped with each new
TA100 Pro software package and is intended solely for use by the licensee. This User Guide
describes the installation and operation of the TA100 Pro system.

Accuracy of Information

The content of this manual is subject to change without notice. Before using this manual, verify
that the information contained in it is current. Proper installation, configuration, and operation of
the software are contingent upon reading and following the procedures contained in the latest
revision of the manual.

Additional Copies

Additional copies of this manual may be obtained from our website at www.timeamerica.com or
from your local Time America dealer.

User Comments

Every effort is made to ensure that the information contained in this manual is accurate at the
time of publication. If you find an error or omission while reading this manual, direct your
comments to:

Time America, Inc.
Attn: Technical Publications
8840 E. Chaparral Road
Suite #100
Scottsdale, AZ 85250

Or you can send emails to:

training@timeamerica.com

We welcome your comments and suggestions.

Software Release Version
3.011
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Chapter |  About this Manual

This section describes how to use this manual. In addition to providing you with step-by-
step knowledge for performing various procedures, this manual will help you get the most
out of TA100 Pro.

Disclaimer

Every attempt is made to keep this manual up-to-date. However, software enhancements do
occur, and the content of this manual is subject to change without notice. Before using this
manual, verify that the information contained in it is current. Proper installation, configuration, and
operation of the software are contingent upon reading and following the procedures contained in
the latest version of the manual.

Technical Support

If you encounter a problem or need technical support after reading this manual, please contact

your local Sales and Service Representative. Your local representative has received training in

the areas of software installation, configuration, operation, and advanced troubleshooting. They
are qualified to provide you with the highest level of technical support.

When Calling Technical Support for Assistance

If possible, contact your authorized local Sales and Service Representative while at the
computer experiencing the problem so you can quickly answer questions and implement the
solutions suggested by your representative.

Before calling, gather the following information. Your local Sales and Service Representative
will need this information to assist you.

e The version and serial number of your TA100 Pro software.

e The name and version of the Operating System. The type of network being used (if
applicable).

e The model number and EPROM revision of the data collection terminal(s) used with
the TA100 Pro software.

e The name of all software options and/or modules installed.
e The make and model of the host computer (PC).
e The operations being performed when the problem occurred.

e A printout of any error message that was displayed.

© June 2005 Time America, Inc. 9
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Chapter Il Installation

This section describes how to install the TA100 Pro software, the Sentinel System Driver,
and attach the hardware key.

System Requirements

To use the TA100 Pro system, the following are the recommended minimum system
requirements must be present.

e Windows 95/98/2000/NT/ME/XP.

e Pentium 111 500 or better.

e 128MB of total memory (RAM).

e A mouse, trackball, or other pointing device.
Additional Requirements

e 500MB of available disk space either on a workstation or accessible on a network
drive.

e NOTE: A dedicated database server is not required.

e Additional disk space and an enhanced wide-area network connection may be
required based on the number of employees, network distance, communication
method, and the amount of live data contained in the system.

Polling PC
e An available serial port with a default address and interrupt.

e An available parallel port.

Installing the System
NOTE: Do not launch or run any other applications during the installation process.

1. Insert the TA100 Pro Installation CD into the CD ROM drive of the computer
on which you wish to install the software. The InstallShield Wizard should
automatically appear.

2. If the InstallShield does not automatically run, you may start the installation
by navigating to My Computer and double-clicking the icon for GENPRO.

=

| Ele Edt View Favortes Tooks  Help

J T ‘ Qsearch  [yFolders  <History “ﬁ L = ‘ &2~
| address i wy Computer =] ¢

g Local Disk (C:)
(&, GENPRO (D)
|52 Contral Panel

|3 object(s) [ [\ my Computer 7

Figure 1: My Computer

3. The TA100 Pro Setup window will appear.

© June 2005 Time America, Inc. 10
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Genesis Pro Setup x|

‘Welcome to the InstallShield Wizard for Genesis
o

The InstallShield® Wizard will install Genesis Pro on your
computer. To continue, click Mext.

< Back Cancel

Figure 2: TA100 Pro Setup Wizard

4. Click the Next button to advance to the next screen. The License Agreement
screen will appear.

Genesis Pro Setup x|

License Agreement
7
Please read the following license agreement carefully. o L

Press the PAGE DOWN key to see the rest of the agreement,

[RENESIS PRO END USER LICENSE AGREEMENT il
TIME AMERICA LICENSE AGREEMENT

This is a legal agieement between you, the end user, and Time America

Inc. (HEREINAFTER TIME AMERICA). BY CLICKING OM THE "ACCEPT" BUTTON,

'TOU ARE AGREEING TO BE BOUMD BY THE TERMS OF THIS AGREEMENT. IF YOU
DO MOT AGREE TOALL OF THE TERMS OF THIS AGREEMENT, CLICK THE

"D0 MOT ACCEPT" BUTTON AND THE INSTALLATION PROCESS WILL NOT
CONTIMUE, PROMPTLY RETURN THE PACKAGE AND THE ACCOMPANYING \TEMSLI

Do you accept all the tems of the preceding License Agresment? If you choose No, the
setup will closs. To install Gienesis Pro, you must aceept this agresment

IrstaShield

< Back Yes Ho |

Figure 3: TA100 Pro License Agreement

5. Click Yes to accept the License Agreement. The Choose Destination
Location screen will appear.

Genesis Pro Setup x|

Choose Destination Location
i
Select falder where Setup will install files. o L

Setup will install Genesis Pro in the following folder.

To irestall to this folder, click Mest. Ta install ta a different folder, click Browse and select
another folder.

" Destination Folder

CAGENPRO Browse...

IrstallgHield

< Back

Cancel |

Figure 4: Choose Destination Location

6. TA100 Pro will be installed in the C:\TA100PRO directory by default. If you
wish to install to a different directory, click the Browse and select the
directory to which you wish to install. Click the Next button when you are
ready to proceed. The Setup Type screen will appear.

© June 2005 Time America, Inc. 11
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[y
Setup Type

Chooze the setup type that best suits your needs.

Click the type of Setup you prefer

Description
Wwiork station

This option is for a full install,

IstallSHield

< Back I Nest > I Cancel

Figure 5: Setup Type

7. Choose the type of installation you wish to perform.

a) “Full” will install both the software and the database files on this
computer. (Typical)
b) “Workstation” will install just the software.

8. Click the Next button to continue with the installation. The Select Program
Folder screen will appear.

Genesis Pro Setup
Select Program Folder

Please select a program folder,

Setup will add progiam icons to the Program Folder listed below. *You may type a new folder
hame, or select one fiom the esisting folders list Click Next to continue.

Program Folders:

Existing Folders:

Dell Documents

Accessories N
Adrministrative Tools
Adobe Acrobat 4.0
G enesis

HourTrack 98
Microsoft Office Tools
Microsoft Reference ﬂ

IrstallSHield

<Back [ Mets | Cancel |

Figure 6: Select Program Folder

9. The TA100 Pro folder will be created automatically. You may type a new
folder name if you wish. Click Next to continue. The installation will begin.

Copying Files. .
CAGENPROYGenPra.exe

Figure 7: TA100 Pro Installation Progress

10. When the installation is finished, the InstallShield Wizard Complete screen
will appear. Click the Finish button to proceed.

11. If you selected "Full" in the Setup Type screen, the Sentinel System Driver

installation will begin automatically. If you selected "Workstation," the
installation will end at this point.

© June 2005 Time America, Inc. 12
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l Installshield Wizard

Sentinel System Driver Setup iz preparing the InstallS hield \Wizard
which wil guide you through the program setup process. Please
wait.

" Checking Windows(R] Installer Yersion

Figure 8: Sentinel Driver Installation

12. The Sentinel System Driver—InstallShield Wizard will appear. The Sentinel
System Driver is necessary for TA100 Pro to be able to access the database

i‘g‘ Sentinel System Driver - Installshield Wizard

Welcome to the InstallShield Wizard for
Sentinel System Driver

The Installshield(R) Wizard will llow you to modify, repair, o
remove Sentinel System Driver. To continue, click Next.

|

< Back Cancel

Figure 9: Sentinel InstallShield Wizard

13. Click the Next button to begin the Sentinel System Drive Installation. The

Setup Type screen will appear.

Setup Type

Choose the setup kype that best suits your needs,

Please selact a setup byps,
 Lomplete;

 Custom

iz

All program Features will be installed, (Requires the most disk
space. )

Choose which program Features you want installed and where they
will be installed. Recommended for advanced users.

Install5hield

X

[ |

< Back Cancel

Figure 10: Sentinel Driver Setup Type

14. Verify that Complete is selected and click Next to continue. The Ready to

Install screen will appear.

© June 2005 Time America, Inc.
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i‘g‘ Sentinel System Driver - Installshield Wizard

Ready to Install the Program

The wizard is ready to begin installation.

Click Install to begin the installation.

IF you want to review or change any of your installation settings, click Back, Click Cancel to
exit the wizard,

Install5hield

< Back Cancel

Figure 11: Ready to Install

15. Click Install to begin the installation.
JSelk

Installing Sentinel System Driver

The program features you selected are being installed.

Q| Please wait while the InstalShisld wizard installs Sentinl System Driver.
|‘§‘“ This may take several minutes.

Status:

Generating script operations For action:

Install5hield

< Back | et > |

Figure 12: Sentinel Drive Installation

16. When the installation is finished, the InstallShield Wizard Complete screen

will appear. Click the Finish button to proceed.
=

Installshield Wizard Completed

The Installshield Wizard has successfully installed Sentinel
System Driver. Click Finish to exit the wizard,

< Back Cancel

Figure 13: Installation Complete

17. This concludes the installation. The Installation Complete message will

appear.

© June 2005 Time America, Inc.
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Installshield Wizard

Foxpro Library Setup is preparing the |nstallShield ‘wizard which will
—  guide vou through the program setup process. Please wait.

L

Figure 14: FoxPro LIB Installation

18. The FoxPro LIB—InstallShield Wizard will appear. The FoxPro LIB is for the
TA100 Pro database files.

i'é‘- Foxpro Library - InstallShield ¥izard x|

welcome to the InstallShield Wizard for
Foxpro Library

The Installshield{R) wizard will install Foxpra Library on your
computer. To continue, click Mext,

WARMIMG: This program is protected by copyright law and
international treaties,

Cancel

Figure 15: FoxPro InstallShield Wizard

19. Click the Next button to begin the FoxPro LIB installation. The Ready to
Install screen will appear.

i'é‘- Foxpro Library - InstallShield Wizard =] x|

Installing Foxpro Library

The program Features you selected are being installed,

Flease wait while the InstallShield Wizard installs Foxpra Library, This may
take several minutes,

Skakus:

Inistall5tield
= Bt | ext = |

Figure 16: FoxPro LIB Installation

20. When the installation is finished, the InstallShield Wizard Complete screen
will appear. Click the Finish button to proceed.

© June 2005 Time America, Inc. 15
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21. Click OK. TA100 Pro will now appear in your Start Menu and on your
desktop.

22. You must attach a hardware key to the computer's parallel port prior to being
able to start and operated TA100 Pro. See Hardware Keys.

Hardware Keys

When the installation is complete, a hardware key must be attached to the computer’s parallel
port in order to start and operate the TA100 Pro software. There are three types of hardware keys
- each designed for a specific purpose.

e Main System Key
e Polling Key
e Demo Key

Attach the hardware key to the computer’s parallel port. If you have a printer attached to the
parallel port, place the hardware key between the computer’s parallel port and the printer cable
as shown in Figure 17: Using a Hardware Key with a Printer Cable below.

0 =

) EI : _
e \_ PARALLEL PORT

HARDWARE KEY

LMD

\——— PARALLEL PRINTER CABLE

Figure 17: Using a Hardware Key with a Printer Cable

When the system is first launched, TA100 Pro searches for and verifies the presence of a
hardware key. If a key is not found, the system will not start.

Main System Key

The Main System Key is shipped with each new software package. One key per system is
required. The Main System Key allows you to start and operate the software as well as poll

your time clock(s). The Main System Key is identified by the code 4HJDAB-B on the outer
shell.

Polling Key

The Polling Key allows TA100 Pro to communicate with time clocks from a workstation other

than where the Main System Key resides. This key is identified by the code 4EQSGH-B on
the outer shell.

On local or wide-area networks, a remote workstation can launch and operate the software as
long as the Main System Key is detected somewhere on the network. However, the
workstation cannot poll time clocks unless it has an Additional Polling Key attached.

© June 2005 Time America, Inc. 16
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Demo Key

The Demo Key is an accessory for resellers of TA100 Pro systems. This key is identified by
the code 4EIWEH-B on the outer shell.

The following restrictions are present when TA100 Pro detects the Demo Key:
e The TA100 Pro software is limited to five employees and two users.
e NOT FOR RESALE is displayed on all screens.

© June 2005 Time America, Inc. 17
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Chapter Il Getting Started

This section explains how to launch the TA100 Pro system, including logging on and off,
using Help, using the keyboard instead of the mouse and customizing the TA100 Pro
environment.

Starting TA100 Pro and Logging In

Note on User Accounts

When starting TA100 Pro, you will be prompted for a User ID and password. The User ID and
password are used to determine who is able to login and what areas of the program are
accessible. These "User Accounts" are defined in the Security Access portion of TA100 Pro,
which will be covered later in this manual.

SYSOP

There is a built-in administrator account that grants full access to all parts of the
application. The User ID for this account is SYSOP and the initial password is
"password." (This password can and should be changed.) This account will be referred
to as SYSOP throughout this manual.

The first time you login, you must use the SYSOP account, as no other accounts exist.
You will also use this account to perform system maintenance, etc. The SYSOP account
can perform all functions within TA100 Pro, including certain database management
functions that no other account can access.

Launching and Logging In to TA100 Pro

The instructions in this section assume that you already know the User ID and password to
be used. Check with your system administrator if you are unsure of which User ID to use.

1. Click the Start, Programs, TA100 Pro, TA100 Pro, or double-click the
TA100 Pro Icon on the Desktop.

2. TA100 Pro will open and display the Login screen.
’ . 4 - =

Registered to - TIME AMERICA, INC.

Serial Number - TA99999399-10
WYersion Number - 3.01h

Figure 18: TA100 Pro Login Screen

© June 2005 Time America, Inc. 19
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3. Type your User ID in the User ID field, then press either ENTER or the TAB
key to advance to the Password field.

4. Type your password in the Password field and press either ENTER or the
TAB key to access TA100 Pro.

5. The Main Window will open.

Exiting the System
You can use any of the following methods to close or exit out of TA100 Pro.
e Click File, Exit on the menu bar.
e Click the Exit button on the toolbar.
e Click the Windows Close button (the X at the far right of the menu bar).
e Press ALT+ F4 on the keyboard.

© June 2005 Time America, Inc. 20
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Tips and Techniques

TA100 Pro is designed to be user-friendly, and as such there are common techniques to making
working in TA100 Pro easier. Some of these tips are listed below.

Setting

Definition

Apply

Name vs. Number
listing

Show Inactives

Print

Cancel

Using the Keyboard

You may click the Apply button in any
screen to commit the changes you have
made without exiting the current screen. This
allows you to "save as you go" and is a good
practice.

You will notice that most of the configuration
dialog boxes provide a list of the existing
items at the side of the screen. (For example,
the Divisions dialog box gives you a list of
Divisions.) These lists can be sorted
according to Name or Number, depending
upon your preference.

Check this button to show inactive items in
the list at the side of any dialog box.

You may click the Print button in any dialog
to print the report associated with the current
screen. For example, clicking the Print
button in the Configure Category dialog box
prints the Category Listing report.

You may click the Cancel button in any
dialog box to close the screen without saving
changes.

TA100 Pro system is designed so you can perform all operations from your keyboard as well as

with the mouse.

100 PRO - Time America Inc.
File Daly Operations Reports  System Setup  Communications | Help

Underlined Letters

LE S PHEO

Help... F1
Calculator Fz <
Calendar/Diary F3

2 2 I

About F2
System Configuration F11

Conversion table FL2

Macros. .. SHIFT+FL0

Hot Key

All menus, menu items, and buttons have an underlined letter, which allows keyboard access

to that item.

© June 2005 Time America, Inc.
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e To access a menu, press the ALT key in conjunction with the letter that is underlined.

e To access an item on the menu, first open the menu and then press the letter that is
underlined.

e To select a button, press the CTRL key in conjunction with the letter that is
underlined

Keyboard Usage Examples

To: Do This:

Select an item from the Main Press ALT and the underlined letter.

Window. For example, press ALT+F to open the
File menu.

Select a menu command. Press the underlined letter only. This is

true for submenus too.
For example, type S to select
Security.

Select a button. Press CTRL plus the underlined letter.
For example, press CTRL+E to choose
the Edit button.

Hot Keys

Some menus, such as the Help menu, are accessible using Hot Keys. These keys or key
combinations correspond to a menu item. Instead of typing the underlined letter in the
command, you can simply press the Hot Key. For example, to view your system
configuration, press F11.

Additional Keyboard Access

Other keys and key combinations are available in the system. They are explained below

To: Press:
Exit the current function or window without ESC
saving the data.

Display the Help topic associated with the F1

current window.
Activate the menu bar in the Main Window. F10 or ALT

Exit the TA100 Pro system. ALT+F4

© June 2005 Time America, Inc. 22
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Help

TA100 Pro incorporates an Online Help system to answer questions about functions, procedures,
and commands.

You can access context-sensitive Help from anywhere in the application by pressing the F1
function key. You will automatically be taken to the Help topic appropriate for the screen that you
are in currently.

You may also access the Online Help feature through the Help menu, from which you can
perform searches and browse the Help topics. There are three ways you can look for information:
Browse the Contents, Search the Index, or do a text Find. There are three tabs across the top of
the Help Topics window to access each of these methods.

Access the Online Help Window
1) Click the Help menu, Help. The Help Topics window will open

Cantents |Index | Find |

Click & book, and then click Open. Or click another tab, such as Index

@ Configue Menu
@ Edit Menu

@ Fil: Meru

0 Help Menu

Q General

0 Reparts Menu

Open I Erint... | Cancel
Figure 19: Help Topics

Use Help Contents
6. Inthe Help Topics window, click the Contents tab.

7. Double-click the topic you wish to browse. This will expand the sub-topics
below it.

8. If necessary, double-click the sub-topic you wish to browse.

9. When you find the article you are interested in, double-click it to open the
article.

Use the Help Index
1. Inthe Help Topics window, click the Index tab.
2. Type in the topic you are looking for.

3. When you find the article you are interested in, double-click it to open the
article.

© June 2005 Time America, Inc. 23
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Use Help Find

1.

2
3.
4

In the Help Topics window, click the Find tab.
Type in the topic you are looking for.
If necessary, select a word from the list of suggestions.

When you find the article you are interested in, double-click it to open the
article.

Return to the Help Topics Window

After reading an article, you may return to the Help Topics window by clicking the Help
Topics button on the toolbar.

=

Fle Edit Bookmark Options Help
Helplopu:sl Back I Eririt I E<S I 2 I

Login Hew User

This function will log out the currert system operator and bring up the Bl screen thet is shown ﬂ
on start-up. This is used when one system administrator leaves and ancther comes in, so that

new entries will be registered to the person who entered them.

Related Topics:
Who's Logoed In

B ;I
Figure 20: Help Article

Print a Help Topic
You can print any help topic by clicking the Print button on the toolbar.

-loix

Eile Edt Bookmark Options Help
HepTopics| Back [ B [« [ o |

Login Hew User
Thiz function will log out the current system operstor and bring wp the screen that is shown =
on start-up. This is used when one system administrator leaves and another comes in, so that

niew entries will be registered ta the person who entered them

Related Topics:
Wiho's Lodged In

R =
Figure 21: Help Article

1. Click the Print button on the TA100 Pro Help toolbar. The Print window will

open.

© June 2005 Time America, Inc.
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General | Finishing | Effects | Paper | Basics |

- Select Printer

Add Printer @Acrobat PDFWriter
5 2HP LaserJet 5000 M PCL & on PLUTO, @AEUVETDUE?’V Document Loader
SBPrint on CANON Fax

I
Status:  Ready = it ta e
Losation:
C . Find Printer...
amment:
- Page Rang
@A) Mumber of copies: |1 3:

€ Selection € Curent Page

CF || [Pl
anes ol ate: .! .!

Figure 22: Print

2. Select the printer to which you wish to print and click the Print button. The
topic will print.

Configuring the System Environment

Environmental settings control various display and functional characteristics of your system. The
default settings can be modified. Bell, Background and Large Toolbar are available
environment options. A check mark (v') in front of the option means that the option is activated.

100 PRO - Time America Inc.

File Daily Operations Reports  System Setup  Communications  Help

Security 3

RO 2 2

Impotk 3
Expott...

Ltilities

Prink...

Environment Eeell
Background
Small Button Toolbar

Login Mew Lser
Exit: ALT+F4

Figure 23: Environment Menu

Play Bell Tones

You can customize TA100 Pro to play a tone at the end of a field when entering data.

1. Click the File menu, Environment, Bell. This will cause a bell tone to play
whenever you come to the end of a field when entering data.

NOTE: To remove follow Step 1.
Change Screen Background

You can customize the TA100 Pro background to display a graphic of your choice. The
graphic must be in bitmap (.bmp) format.

© June 2005 Time America, Inc. 25



TA100 Pro Manual

1. Click the File menu, Environment, Background. The Select Background
window will open.

floockorouna
I'c ’ ;I Preview Picture
b [chgenprot,
[ ]
| [farchive]
| |ibackarnd]
| [backup]
|
| Jdbrs)
| [remail]
| [images]
| e
| [Irewdsfs]
| [pdfarer]
| [rainbaw)
| |reports]
| |rresource] =l
ok | cacel | pefan |

Figure 24: Select Background

2. Choose the graphics file you wish to use for your background.

e Click the directory or file to select it.
e Click the[...]icon to go to a previous directory.

3. Click OK to accept the selected file.
4. Your graphic will appear on the background of TA100 Pro.
NOTE: To reset the background settings to the defaults:

Click the File menu, Environment, Background. The Select
Background window will open.

Click the Defaults button.

Large Button Toolbar
You can customize the main toolbar to display large buttons that are easier to see.

1. Click the File menu, Environment, Large Button Toolbar. The buttons on
the toolbar will enlarge.

NOTE: Once Large Button Toolbar has been activated, the menu item will
change to Small Button Toolbar so that you can revert to the original toolbar
easily.
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Chapter IV Configuration

This section explains how to configure and customize TA100 Pro for your company's
requirements. To make this chapter easier to follow, the topics in this section are arranged
in the sequence that Time America recommends completing them. This also happens to
be the order in which they appear on the Configure menu in the TA100 Pro Main Window.
This order is:

¢ Main Company
e Divisions (optional)

e Categories

e Policies
e Shifts
e Holidays

e Groups (optional)
e Department

e Job

e Security

e Bell Schedules

e Benefit Accruals

© June 2005 Time America, Inc. 27
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Main Company

The Main Company window is where you identify your company, define the overall configuration
of the system, and specify the payroll service to which time and attendance data will be exported.

1. Click the System Setup menu, Company, Main Company. The Main
Company window will open and the General tab will be selected by default.

Configure Main Company

General | Configure | Defauks | Expons |

- Campany Detail

Name  [ABC Manufactoring Co
Address  [51 W, Thid 5t
Address

City  [Tempe
Stale [z |
ZipCode [85281- |
Phare Number [iapipenoen1 |
Far Number lm

Print | Apply | oK | Cancel

Figure 25: Main Company: General tab

2. Fillin the settings as appropriate:

Setting Definition

Name Enter your company's name. This field is
required and can contain up to 30
characters.

Address Enter the first line of your company's primary
address. This field can accept up to 30
characters.

NOTE: Divisions can be used to allow for
additional branch addresses.

Address Enter the second line of your company's
primary address (such as suite number.) This
field can accept up to 30 characters and may
be left blank.

City Enter your company's primary address City.
This field can accept up to 30 characters.

State Enter the two-character code for your
company's State. TA100 Pro automatically
capitalizes your entry.

Zip Enter your company's zip code. You may
enter the 5 or 9 digit zip code.

Phone Number Enter your company's primary phone
number.

Fax Number Enter your company's primary fax number.
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3. When all settings are complete, click the Configure tab. The Configure
screen will appear.

General (Goriguis! | Defauts | Evpons |

- Use Flags

¥ Daylight savings I™ Tip Reporting

[~ Divisions ¥ “wages

[V Department ¥ Dvertime Level 2
" Job ™ Dvertime Level 3
IV Lunches I Use Swipe and Go
I~ Breaks I~ Use (am-pm Format

[Z Editable Pay Perinds
[¥ Use level wags before default assignmert wage
I~ Paid lunches and breaks do not acorus towards overtime

Regianal

Cumency Mame [Dollar
Date Format (= American MM/DDAYY]
" European [DD/MMAYY)

Date Delimiter |

pirt | appw | ok | cencel

Figure 26: Main Company: Configure tab

4. Fillin the settings as appropriate

Setting Definition

Daylight savings Check this box if your company is in a state
that observes daylight savings time. Typically
you will check this box.

Divisions Check this box to enable the Divisions
feature. A Division is a "subset" of the main
company, such as a branch, different
location, or subsidiary company.

TIP: Companies who submit multiple
company codes to their payroll service may
want to use Divisions.

Department Check this box to enable the Departments
feature. Departments reflect the business
units within your company and are the top
level of Job Costing.

NOTE: You will have the opportunity to
customize this nomenclature in the next
screen.

Job Check this box to enable the Job level. Jobs
are the second level of Job Costing.

NOTE: You will have the opportunity to
customize this nomenclature in the next
screen.
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Setting

Definition

Use level wage
before default
assignment wage

Paid lunches and
breaks do not
accrue toward
overtime

Tip reporting

Wages

Overtime Level 2

Overtime Level 3

Use Swipe and Go

Use (am-pm)
Format

Editable Pay
Periods

Currency Name

"Level Wage" refers to the hourly rate
associated with a department, job, step,
operation or task. The "default assignment
wage" refers to the wage associated with an
individual employee.

Check this box if you wish the Level Wage
for the department an employee works in to
take precedence over the Default
Assignment Wage when calculating an
employee's earnings.

Check this box if paid lunches and breaks
are not considered in calculating hours for
overtime.

Check this box to enable tip reporting.

Check this box to enable the wages features
throughout TA100 Pro. This makes it
possible to enter wage information in the
Employee Maintenance screen.

Up to three levels of overtime may be
defined in TA100 Pro. One overtime level
(OT1) is always available. To use a second
overtime level (OT2), click the Overtime
Level 2 check box.

To use a third overtime level (OT3) in the
system, click the Overtime Level 3 check
box. This level is not available unless
Overtime Level 2 is selected.

Check this option to allow employees to
swipe the clock without punching any keys.
The system then determines whether the
individual punch was an In, Out, Out for
Lunch, In from Lunch, etc., based on the
employee’s last punch and the employee's
schedule.

Check this option to have reports and the
online timecard use an AM/PM format
instead of 24-hour format (military time.)

This option controls the number of pay
periods in which it is possible to edit
transactions in the TA100 Pro system. For
instance, Figure 1 specifies that two pay
periods of transactions can be modified.

Enter the type of currency TA100 Pro should
use. The default is "Dollars."
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Setting Definition

Date Format Select the manner in which dates should be
displayed. The options are American
(MM/DD/YYYY) and European
(DD/MMIYYYY).

Date Delimiter Enter the character with which to delimit
dates. The default is a slash (/).

5. When all settings are complete, click the Defaults tab to select it. The
Defaults screen will appear.

Configure Main Company

Gersral | Corfiows Defauts | Exports |

System Fields
Employe= [ETETE Length [ 3 Type @ Numeric € Alphanumeiic
Department [Department Length [ 4| Type & Numeric O Alphanumeric
Job [Chert Length [ 4] Type € Numeric & Alphanumeric
User Defined Fields
Field 1 [License Field 2 [Spouse Field 3 [Binthday
Field 4|EmConlact Field 5 |Fhonen Field E|
Badges
Length [ 4 Masirnurn [ 5 Type (% Numeric  Alphanumeric
Automatic Badge Assignment
[ © No Automatic Assignment ¢ Mext Mumeric Available & Same as Employes Number
T D

Figure 27: Main Company: Defaults Screen

6. Fill in the settings as appropriate:

Setting Definition

Employee Enter the term you would like to use to refer
to employees. (i.e., Employees, Associates,
Members, etc.) The default is "Employees.”

Length Enter the maximum number of digits for the
Employee ID.
Type Choose the data type for the Employee ID.

The options are Numeric and
Alphanumeric.

Department Enter the term you would like to use to refer
to the business units within your
organization. (i.e., Departments, Business
Unit, Cost Center, etc.) The default is
"Department.”

Length Enter the maximum number of digits for the
Department ID.

Type Choose the data type for the Department ID.
The options are Numeric and
Alphanumeric.
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Job Enter the term you would like to use to refer
to the second level of job costing in your
organization. (i.e., Job, Project, Client, etc.)
The default is "Job."

Length Enter the maximum number of digits for the
Job ID.
Type Choose the data type for the Job ID. The

options are Numeric and Alphanumeric.

User Defined Fields  TA100 Pro allows you to define up to six
user-defined fields. Enter the names of the
fields you would like to define (if any). If you
do not need any custom fields, you may
leave these blank. The default values are
License, Spouse, and License 2, but you
may modify or delete these as desired.

Badges Length Enter the number of characters (from 2 to 10)
that will be read from the employee badge.
For example, if the badge number is 10
characters long but you want to read only the
last five characters, enter a 5 in this field.
The number of digits here must match the
actual number of digits on the physical
badges given to employees, and must also
match the settings programmed into the
badge reader clocks.

Maximum Type the maximum number of characters
(from 2 to 64) on an employee’s badge. Any
badge longer than this number will be
rejected by the time clock.

Type Choose the data type for the Badge number.
The options are Numeric and
Alphanumeric. Most — though not all —
badges will be Numeric.

Automatic Badge TA100 Pro can assign badge numbers

Assignment automatically when adding a new employee.
You can manually change automatic
assignments later if necessary.

Choose No Automatic Assignment to
bypass the automatic assignment and be
allowed to enter the badge number manually.

Choose Next Numeric Available to have
TA100 Pro assign the next sequential
available badge number.

Choose Same as Employee Number to
have TA100 Pro assign a badge number that
is identical to the employee's ID number.

7. When all settings are complete, click the Exports tab to select it. The Exports
screen will appear.
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Configure Main Company

General

8. Select the payroll provider to which you wish to export data. You may be
prompted for additional information specific to the payroll application
selected. For example, when ADP is selected, you are asked for the

Corfigure || Defauts | {Expotts:

Please selectthe payroll package that yvour company exports to
Selected Export

ore ¥

ADP (Canada) NONE

ADP Version &

ADP Version €

ADP for Windows

Accpac

Attache Payroll

CES Payroll {(4_0-up)

Ceridian (Dos)

Ceridian {Windows)

Ceridian Powerpay

Ceridian Source 500

Compulay

Cybore Click the buttn below to display HONE a3 your

RZE-PAT v only export in the Reports->E xports menu
[Pt J[ ok ][ Cancel

Figure 28: Main Company: Exports Tab

Company Code of your main company. Click Display only this export to

have this payroll company listed as the only export available via reports.

NOTE: If the payroll provider you will be using does not appear in the list,
simply choose either “Generic Numeric” or “Generic Alpha” depending on
the Pay Code type your provider requires (contact your payroll provider

to obtain this information.)

9. When all settings are complete, click OK to save the changes and exit the
Main Company configuration dialog box.
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Divisions
Divisions are subsets of the main company. For example, a division can be a remote office or

separate business unit. Divisions are not required and will only be available if the Divisions
option is selected in Main Company Configure screen.

Configure Divisions
From the divisions dialog box, you may add, edit and delete Divisions.

1. Click the System Setup menu, Company, Divisions. The Configure
Divisions dialog box will open.

Configure Divisions

0001 i
Arizona Division

ral |

fltrmtern 0001

Hame  [Arizona Division
Letiye: [

Address |51 . Third St
Fddiess |

City [Tempe
Giate IAZ_
Zip Code [EG2ET- Fiskd 1 [
Phonehibmben |[HE0E555551 | Fedz [T
Famumer IHBEHESW

1 Listed
€ Mumber ' Name
I~ Show Inactives

Add | Ede Delets Piint Closs

Figure 29: Divisions

2. The Divisions window includes the following information:

Setting Definition
Number This is a required field. Enter a 4-digit
number to identify the division.

NOTE: Do not use 0000 since this number is
assigned to the main company and cannot
be used for divisions.

Name This is a required field. Type the division
name (up to 30 characters) as you want it to
appear in the system and on reports.

Active Click the Active check box to indicate that the
division is currently in use. Uncheck this box
if the division is not being used at this time.

Address Enter the first line address of the division. Up
to 30 characters may be entered in each line.

Address Enter the second line address of the division
(if applicable). Up to 30 characters may be
entered in each line.

City Type the name of the city (up to 30
characters) for the division.
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State Type the two-character state abbreviation.

Zip Enter the five or nine-digit postal zip code of
the division.

Phone Number Enter the telephone number for this division.

Fax Number Enter the fax number for this division.

Additional You may be prompted for additional

Information information based upon the payroll

application selected in the Export screen of
the Main Company configuration. For
example, if ADP is selected in the Export
screen, you will be prompted for the
company number of this division.

Add a Division

1. Click the System Setup menu, Company, Divisions. The Configure
Divisions dialog box will open.

2. Click the Add button. The General screen will become available for you to
add the new Division.

Fill in the settings as described in the Configure Divisions section.

4. Click OK to commit the changes and return to the Configure Divisions
screen.

5. Click Close to exit the Configure Divisions window.

Edit a Division

1. Click the System Setup menu, Company, Divisions. The Configure
Divisions dialog box will open.

2. Highlight the Division you wish to edit from the list at the side of the screen.

3. Click the Edit button. The General screen will become available for you to
edit the selected division.

4. Edit the settings as described in the Configure Divisions section.
NOTE: The Division number cannot be changed.

5. Click OK to commit the changes and return to the Configure Divisions
screen.

6. Click Close to exit the Configure Divisions window.

Delete a Division
Divisions that are in use cannot be deleted.

1. Click the System Setup menu, Company, Divisions. The Configure
Divisions dialog box will open.

2. Highlight the division you wish to delete from the list at the side of the screen.
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3. Click the Delete button.

Confirmation

@ Are vou sure you want ko delete?

Ok || Cancel I

Figure 30: Deletion Confirmation

4. Click OK to confirm the deletion.

5. Click Close to exit the Configure Divisions window.
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Categories

Categories are used to track and report types of time or money. The built-in categories are:

Absent
Adjustment
Break
Bereavement
Holiday

Jury Duty
Lunch

Military Leave
Sick — NonPaid
Other Paid Time
Personal Day
Per Diem #1
Per Diem #2
Sick — Paid
Cash Tips
Charge Tips
Vacation
Worked Time

You may edit and delete built-in categories (other than Work), as well as add custom categories

specific to your organization, such as Floating Holidays, Family Leave, etc.

Categories are used in entering time and monetary adjustments for employees.
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Configure Categories

1. Click the System Setup menu, Categories. The Configure Categories dialog
box will open.

Configure Categories

PTO General | Expoit Codes |
Paid Time Off

ERV  BEREAVEMENT -

FAM  Family Illness

R Eode |PTO equalseategemnLmbEr iamfiand readen I_D
JURY JURY DUTY Hzme [Faid Time OFf

LUNCE LUNCH

MTL  MILITARY LEAVE ¥ | Eative J# | D itk erp it s categar e

NSIC SICK - NON PAID
(o) o

OTHR OTHER PAID TINE L s

PERS PERSOMAL DAY [ b ol Ene o entouerides abserze?:

PR:1  PER DIEM £1 I kol Ene o enti ouerides Helidan mikimum hos?:

DPEDZ PER DIEM §2 I7 e mifzce]Bnsnls enttise paid?

I Eanthis: aten i be oy Eiine:

SICK SICK - PAID
TIFL CRSH TIPS I¥ | Fastitabeneft anttlemznt

TIPZ CHARGE TIPS

VAC  VACATION

WORK WORKED TIME =
20 Listed

' Code " Wame

I~ Show Inactives

add | Edt Delets Pint Closs

Figure 31: Categories

2. The Configure Categories screen displays the following information:

Setting Definition

Code This is a required field. Enter a code (up to 4
alphanumeric characters) to identify the
category. Once saved, this code cannot be

changed.
Equals category When entering a Category into a Hand
number from hand Reader, only a numerical value can be
reader. entered. Use this field to assign a number

representing the Category Code.

Name This is a required field. Enter the category
name, as it will appear in the system and on
reports. The category name can be up to 30
characters long.

Active Click the Active check box to indicate that the
category is currently in use. Clear this check
box if the category is not being used at this

time.
Do you wish to This indicates whether this category will be
export this included in the export information created for
category? your payroll service.

If this option is selected, the Export tab will
become available. You must configure the
Export tab settings to specify field mappings
for your payroll export. (See Step 3.)
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Hours/Dollars

Miscellaneous
entry overrides
absence?

Miscellaneous
entry overrides
holiday minimum
hours?

Are
miscellaneous
entries paid?

Can this
category be
overtime?

Post to benefit
entitlement?

This is a required field. Select either Hours
or Dollars to indicate the category type. For
example, the category VACATION collects
hour amounts, while the categories TIP1 and
TIP2 collect dollar amounts.

If Hours is selected, complete the remaining
fields that apply. If Dollars is selected, the
remaining fields in this dialog box are
unavailable.

Select this option to allow a Miscellaneous
entry of this category to override an absence.
(Miscellaneous refers to an entry other than
Work.)

Allows time in this category to count toward
the minimum hours worked requirement for
allocating paid holiday time. (Miscellaneous
refers to an entry other than Work.)

Allows time in this category to be treated as
“paid time.” Select this option if employees
will be paid when receiving a miscellaneous
entry using this category. (Miscellaneous
refers to an entry other than Work.)

This option will only be available if
miscellaneous entries are paid. Select this
option to accrue time in this category towards
overtime. Clearing this option causes the
system to prohibit overtime calculation on
this category. If the category can be
overtime, it is also possible to default to a
specific level as well as enable it to
accumulate towards overtime.

Select this option to post accrued time in this
category to company benefits. Checking this
option makes it possible to configure benefit
entitlement and/or rules for this pay type.
Also, any time posted to this category will be
deducted from the available entitlement for
this category.

3. The Export Codes tab will be available only if the Do you wish you to
export this category option is checked.

NOTE: These settings will be used to map data collected by TA100 Pro to
the appropriate fields in your payroll application, and it is critical that they be
configured fully and accurately. The information in these fields must be
obtained from the payroll service specified in Company Setup. Contact your
payroll service representative or software manual for the information
requested, if necessary.
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Configure Categories

HOL  HOLIDAY
JUEY  JURY DUTY
LUNCH LUNCH

PERS PERSOMAL DAY
PFD1 PER DIEM #1
PFDZ PER DIEM $2

SICK SICK - PAID
TIPL CASH TIPS
TIPZ CHARGE TIPS
VAC  VACATION
WORK  WORKED TIME
20 Listed

Fkode. CilEme
1= Show nactives

MTL ~ MILITAEY LEAWE

PTO  Paid Time 0ff

PTO General :Exporl Codesél
Paid Time Off

ERV  BEREAVEMENT )

FAM  Family Tllness

Differential REG 071 arz ar3

Mone  [000101 | {000000) {00000 [O00000 Field Codz

Fot Gon e ol 6o D1 000000 J000000 ) 000000, JO00000
OTHR OTHER FAID TIME D2 foooooo’ [ooonoo [odoooa, [AAo000

=1

3 000000 J000000 ) {000000 | {O00000

£pply 0K

LCancel

Figure 32: Export Codes tab

4. The Export Codes tab includes the following information:

Setting

Definition

Differential: None

Differential: D1-D3

REG

OT1

oT2

OT3

This line of information will specify the codes
for hours that do not have differential
adjustments.

These lines of information will specify the
codes used by hours allocated to each Shift
Differential.

Regular Hours are hours paid at "straight
time." Enter the code your payroll application
uses to refer to Regular hours.

OT1 hours are hours paid at the factor
defined for OT1 in the Payroll Policy. Enter
the code your payroll application uses to
refer to hours paid at the OT1 factor.

OT2 hours are hours paid at the factor
defined for OT2 in the Payroll Policy. Enter
the code your payroll application uses to
refer to hours paid at the OT2 factor.

NOTE: This option will only appear if OT2
has been selected on the Configure tab of
the Main Company configuration dialog box.

OT3 hours are hours paid at the factor
defined for OT3 in the Payroll Policy. Enter
the code your payroll application uses to
refer to hours paid at the OT3 factor.

NOTE: This option will only appear if OT3
has been selected on the Configure tab of
the Main Company configuration dialog box.
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Field Code

Add a Category

1.

3.
4.
5.

Edit a Category
1.

Enter the code that indicates which field of
your payroll software this category will be
mapped to.

This code differentiates between categories
of time that use the same field number. For
example, regular (REG) hours for
VACATION and HOLIDAY may both use
field number 16. By assigning a field code V
to the VACATION category and H to the
HOLIDAY category, vacation hours are
reported in field 16V, while holiday hours are
reported in 16H. If no field code was
assigned, you could not differentiate between
vacation and holiday hours.

Click the System Setup menu, Categories. The Configure Categories dialog
box will open.

Click the Add button to add a new Category. The General tab will become
available.

Configure Categories

PTO General | Export Foges |
Paid Time Off

ABSE ABZENT
ADJ  ADIUSTMENT
I ———- Code [ equals category number fram hand reader [ 0
BRV  BEREAVEMENT Name [
FEM  Family Illness
O L ek ¥ Active ™ Do you wish to expart this categary?
JURY JUEY DUTY

(o -
. Hous € Dolars
MTL  MILITARY LEAVE ™ Miscellaneous entiy overrides absence?
NSIC SICK - NON PAID ™ Miscellaneous entiy ovarrides holiday minimum hours?

DIHR  OTHER PAID TING I e miscellaneaus entries paid?
PERS PERSONAL DAY
PED1 PER DIEM #1
PRz PER DIEM 52 || I~ Post to hensfit entitiement?
PTO Paid Timwe Off
SICE EICE - PAID

TIP1 CASH TIPS _vl

| Canttis catenombe oyertine?

20 Listed
@ Gade CIHame
I=|Ghow Inastives:

Lpply ik Cancel

Figure 33: Adding a new Category

Fill in the settings as described in the Configure Categories section.
Click OK to commit the changes and close the Categories dialog box.

Click Close to exit the Configure Categories window.

Click the System Setup menu, Categories. The Configure Categories dialog
box will open.

Highlight the Category you wish to edit from the list at the side of the screen.

Click the Edit button. The General screen will become available for you to
edit the selected category.

Edit the settings as described in the Configure Categories section.
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5. Click OK to commit the changes and return to the Configure Categories
screen.

6. Click Close to exit the Configure Categories window.

Delete a Category
Categories that are in use cannot be deleted.

1. Click the System Setup menu, Categories. The Configure Categories dialog
box will open.

2. Highlight the category you wish to delete from the list at the side of the
screen.

3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are vou sure ywou want ko delete?
Ok |

Figure 34: Deletion Confirmation

4. Click OK to confirm the deletion.

5. Click Close to exit the Configure Categories window.
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Policies

Policies are used to store and apply the business or payroll rules governing overtime, holidays,
etc. It is possible to have more than one set of rules within an organization, so TA100 Pro makes
it possible to create many Policies. Each employee is assigned to the Policy that applies for him

or her.

Configure Policies
1. Click the System Setup menu, Policies. The Configure Policies dialog box
will open.

Configure Policies

001 {Giznerdl | Hoidays | Dvertie | Diftrentel | Exceptions |
Standard Policy

Code 007

Hame [Standard Policy
I Aol

002 California

= Fay Berinrd
£ =t Start Date J0G/18/1998 Thursday

£ Bilumrbl) [ urber af days it semimertil perd |T5 j'
)5 = mimpnthi)

i)

= Furch Defauts
e use ofidiplicate fnstiem ke punches withi 2| mrntes:

|griare useoh anmasitia inetarikey punetes it |—2 MiuEs
tissing U purstinit [ 1400 | fours

/i dEfEul bE ok fatal e 0.00 | hours

o emitruar (T et irketbrack o nest I et 400 Hours
I7 | First chianiae punch accries o previous () gurch

2 Listed
© Code (" Name
I~ Show Inactives

add | Ede Delete Pint Close

Figure 35: Configure Policies

2. There are several tabs in the Configure Policies dialog box, each with its own
settings. The first tab, General tab defines general payroll policy parameters
and contains the following information:

Configure Policies

ool Gieneral | Holidays | Overtime | Differential | Exceptions |
Standard Policy

001 Standard Policy |= Code [
002 California
Mame E&ﬁ]ﬁu
IV Active
i~ Pay Periond
" Weskly Start Date [06/18/1998 | Thursdap
" Biweekly Mumber of days in semimanthly period | 15 j‘
& Semimanthly
 Monthly
- Punch Defalts
lgnore use of duplicate function key punches within 2 minutes
lgnore use of opposing funcion key punches within 2 minutes
Missing DUT punch limit 14000 hours
| will defauilt the work total to 0.00 hours
Maximumn OUT punch link-back to next IN punch 400 hous

2 Listed
% Code £ Wame
I= [ Ghow [ Hastives:

I™ Fitst change punch accues to previous [N punch

Appiy I oK LCancel

Figure 36: Policies: General tab
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Setting

Definition

Code

Name

Active

Pay Period

Weekly

Bi-weekly

Semimonthly

Monthly

Start Date

Number of Days
in semimonthly
period

Punch Defaults

Ignore use of
duplicate
function key
punches within

This field is required. Enter a code (up to 3
alphanumeric characters) to identify the
policy. Once saved, this code cannot be
changed.

This field is required. Type the company
policy name, as it will appear in the system
and on reports. The policy name can be up
to 30 characters long.

Click the Active check box to indicate that the
policy is currently in use. Clear this check
box if the policy is not being used at this
time.

Select the appropriate pay period information
for your company.

Check this option if wages are paid weekly.

Check this option if wages are paid every
other week.

Check this option if wages are paid twice a
month.

Check this option if wages are paid once a
month.

Enter the starting date of the pay period
(using MM/DD/YYYY format). This is used
for calculations and represents the starting
date of an entire payroll period. The day of
the week (Sunday, Monday, etc.) that
corresponds to the starting date is used to
determine when the cycle begins.

NOTE: This date should be the first of a
month in the past that corresponds to the day
of the week that the pay period starts on.

If the pay period is semimonthly, specify the
number of days in the first half of the policy’s
semi-monthly period. Click the down arrow
next to the entry field to select a number from
1to 28.

The settings in this section define how
punches are processed.

Enter the number of minutes (up to 59)
during which duplicate punches on the time
clock are ignored. When duplicate punches
are made within this time frame, only the last
punch is used for calculations.
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Ignore use of
opposing
function key
punches within

Missing Out
punch limit

Will default the
Work total to

Maximum Out
punch link back
to In punch

First Change
Punch accrues to
In punch

3. The Holidays tab defines the rules for paying Holidays and contains the

Enter the number of minutes (up to 59) in
which opposing (i.e. sequential In/Out)
punches on the time clock are ignored. For
example, if 3 minutes is entered here and an
employee accidentally punches Out instead
of In, the employee can enter the In punch
within 3 minutes to correct the error and
TA100 Pro will ignore the Out punch entirely.

Enter the number of hours (in HH.MM
format) that can pass after the In punch
before the system assumes the employee
has forgotten to punch out and flags the time
and attendance reports. For example, if
10.00 is entered in this field, the system
expects an Out punch to be recorded no later
than 10 hours after the shift's In punch. The
default for this field is 18.00 or 18 hours.

Enter the time (in HH.MM format) to be
recorded when the employee is flagged with
a Missing Out Punch.

For example, assume an employee is
scheduled to work 8 hours and forgets to
punch Out. If 8.00 is entered in this field, the
system recognizes the missing Out punch
yet totals 8 hours for the employee. The
default for this field is 00.00 (indicating that
no time will be totaled for a Missing Out
Punch).

Enter the maximum time an employee who
has punched Out can punch back In and still
have the new time included in the previous
total when calculating daily overtime.

For example, assume that the Maximum
Out Punch Link-Back is defined as 2.00
and overtime is paid after working 8 hours in
a single day. If an employee punches In at
8:00 A.M. and Out at 5:00 P.M. (with a one
hour unpaid lunch) then punches back In at
6:30 P.M. (within the 2-hour link-back) and
Out again at 9:30 P.M., the daily total shows
8 hours of regular time and 3 hours of
overtime.

Check this option if the first department
and/or job transfer after the In punch should
be retroactive to the In punch.

following information:
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Configure Policies

002 California

2 Listed
@ kode. CflEme
= Shorlnactives

001
Standard Policy

001 Standard Policy |&

¥ Pay Holidays

General (Hidass! | Overine | Diftreniis | Exceptons |

Haliday Eligibility

Required to work the scheduled day
% Before and after
" Before or after

Haliday P
Minimurn days of employment to qualfy [ 90

Apply haliday when not scheduled to wark

Holiday hours can acerue towards overtime [

Hours to add for each worked holiday | 2,00

* REG om 072
Reset at end of dap ™

¢ None Multiply worked holiday hours to apply to HOL ™ [1100
Minimum before [ 0,00 Hours to add for each urrworked holidsy [~ 500
Miritowm after [ 0,00 Beginning pay rate if holiday is worked

b )

Apply oK

Cancel

Figure 37: Policies: Holidays tab

Setting

Definition

Pay Holidays

Holiday Eligibility

Minimum days of
employment to
qualify

Required to work
the scheduled
day

Minimum before

Minimum after

Holiday Parameters

Check this option if you wish the program to
pay holidays. You will specify the dates of
the holidays in a separate dialog box. (See
Holidays, page 66.)

These settings define the prerequisites for
being paid for the holiday.

Enter the minimum number of days (up to 3
digits) from the hire date for an employee to
qualify for non-worked holiday pay. The
default is 90 meaning 90 qualifying days are
required.

Select an option to indicate which days the
employee must work to qualify for holiday

pay.

Before and After. Employee must work the
scheduled day before and after the holiday to
receive holiday pay.

Before or After. Employee must work the
scheduled day before or after the holiday to
receive holiday pay.

None. There are no requirements for the
employee to qualify for holiday pay.

Enter the number of hours that must be
worked on the day prior to the holiday in
order for that day to qualify as having been
worked.

Enter the number of hours that must be
worked on the day after the holiday in order
for that day to qualify as having been
worked.

These settings define how the Holiday pay
will be allocated.
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Apply Holiday
when not
scheduled to
work

Holiday hours
can accrue
toward overtime

Hours to add for
each worked
holiday

Multiply worked
holiday hours to
apply to HOL

Hours to add for
each unworked
holiday

Beginning pay
rate if Holiday is
worked

Reset at end of
day

Check this option if the holiday hours can be
given to an employee who is not scheduled
to work on the holiday.

Check this option if holiday hours and added
holiday time count toward overtime. For
example, assume an employee works 44
hours during a week and one 8-hour holiday
occurs. If this option is checked, and
overtime is paid after 40 hours, the employee
receives 40 hours regular pay and 12 hours
overtime. If this option is not checked, the
employee receives 48 hours regular pay and
4 hours overtime.

Enter the number of hours (in HH.MM
format) to be added to the employee’s time
for each worked holiday. These hours are in
addition to actual time worked. For example,
if 8.00 hours are entered in this field, and an
employee works 8 holiday hours, 8 more
hours are added to the employee’s time. The
default is 8.00.

Click this check box to multiply any worked
holiday hours by a specified rate.

Enter the number of hours (in HH.MM
format) added to the employee’s time for
each non-worked holiday. This entry is
usually equal to the number of regular hours
worked. The default is 8.00.

Select a level to indicate the employee’s
wage multiplier for a worked holiday.

Reg. Regular wages are paid for a worked
holiday.

OTL1. The overtime rate specified in OT1 on
the Overtime dialog box is paid for a worked
holiday.

OT2. The overtime rate specified in OT2 on
the Overtime dialog box is paid for a worked
holiday.

OT3. The overtime rate specified in OT3 on
the Overtime dialog box is paid for a worked
holiday.

Check this option to disable the holiday pay
rate at midnight. Clear this check box to
continue using the holiday pay rate specified
until the employee punches Out.
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4. The Overtime tab defines the rules for calculating overtime and contains the

following information:

Configure Policies

001 General | Holidays EDverlimeil Differential I Exceptions |
Standard Policy
I Pay OT

Dvettime Ccle Dverlime Defirition
001 Standard Policy [  Weekly 0T level Period Limit Multiplier
00z California  Biweskly oT 40.00 1.5000
€ Semimonthly o012 EEEEE] 1.0000
" Monthly 073 EEEEE] 70000
Daly Overtime oot Daly Qualfier _ Reserat
OTLevel OT1 072 0T3 DapEnd| | ¥ Corsesutive Days ™ On days that qualify
I Sunday  [OTT =\[5959 [3338 [5955 | I || ey of Minimum Hows 0T Ao 0T
¥ Monday REG =J|[ 600 [9383 [F5088 | [ Days Daly  Total  Level [Hrs]  Level
¥ Tuesdsy  [REG =|[3959 [99.95 [F550 [0 ooo[ woofrecz] [o0[Fec =
I¥ ‘Wednesday [REG =1|[33.99 [3958 [F550 | T [0 [ooo [ ooo[recs] o000 [Fed &
IV Thursdsy  [FEG =1|[3959 [555% [50 [C s ) [E95 (O
IV Fiiday REG =]|[95.99 [3968 [Faen |
[ satuday  [FEG =|[5959 [F55E [F55 | O ™" Reset at Duettime Cycle End
I-|
2 Listed
& Code £ hzme:
I | Shov [ astives

Apply oK | Cancel
Figure 38: Policies: Overtime tab
Setting Definition
Pay OT Check this option to pay overtime to
employees using this Policy.
Overtime Cycle This field is required. Enter the pay period

that you use to calculate overtime. For
example, if overtime is paid after 40 hours of
work per week, select the Weekly option.

This Overtime Cycle is independent of the
Pay Period specified in Policy Maintenance
but must not be greater than the policy pay
period. For example, if the policy Pay Period
is Biweekly, you may select an Overtime
Cycle of Weekly or Biweekly, but not
Semimonthly or Monthly since these cycles
are longer than the policy pay period.

Weekly. Overtime is calculated weekly.

Biweekly. Overtime is calculated every two
weeks.

Semimonthly. Overtime is calculated twice a
month.

Monthly. Overtime is calculated once a
month.
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Overtime Definition

OT Level

Period Limit

Multiplier

Daily Overtime

Day of the Week

Start at OT Level

Daily Qualifier

These settings define when and how
overtime is calculated.

TIP: Begin by entering your first level of
overtime in OT1.If after 40 hours of work per
week, you pay time-and-a-half, enter 40.00 in
the Period Limit field and 1.5000 in the
Multiplier field.

If double-time is paid after 60 hours, enter
60.00 in the Period Limit field and 2.0000 in
the Multiplier field for OT2.

On Sundays and holidays, you may want to
pay double-time and one-half regardless of
hours worked. In this case, enter 99.99 in the
Period Limit field and 2.5000 in the Multiplier
field for OT3.

Up to three levels of overtime (OT1, OT2 and
OT3) may be defined per policy.

Enter the number of hours (in HH.MM
format) that an employee must work to be
eligible for overtime. For example, in a
weekly pay period, the Period Limit is
typically defined as 40.00; in a biweekly
period, it is normally defined as 80.00.

Enter the multiplication factor used to
compute overtime pay. The normal pay rate
is multiplied by this number. For example, to
pay time-and-a-half, enter 1.50; to pay
double-time, enter 2.00.

These settings allow paying daily overtime.
For example, many companies pay daily
overtime over eight hours per day. Another
example is paying double overtime on
Sundays, regardless of how many hours are
worked in the overtime cycle.

Select the day(s) of the week that are paid
daily overtime by checking the appropriate
checkbox.

Select the applicable overtime level to be
paid (if any) at the start of the day. Choose
Regular if no overtime is paid (regular
wages), or OT1, OT2 or OT3 to pay the
overtime wages defined above.

Under OT1, OT2 and OT3, enter the number
of daily hours (in HH.MM format) that must
be worked before that overtime level will be
acknowledged by the system. For example, if
Sunday hours start at OT1, and OT2 begins
after 8 hours, enter 8.00 in Sunday’s OT2
Daily Qualifier. Only overtime levels above
the entry in Start at OT Level are available.
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Reset at Day End

Consecutive Days

Num of Days

Minimum Daily

Hours Total

OT Level

On Days that
Qualify

After (hrs)

OT Level

Reset Overtime at
Cycle End

Check this box to force any overtime hours
that roll into the next day (after midnight) to
be processed using the next day’s rules.
Clear the check box to process hours
accumulated past midnight using the OT rate
from the previous day.

Check this box if overtime is paid
automatically after working a certain number
of consecutive days.

NOTE: Additional options appear when this
box is checked.

Enter the number of consecutive days that
must be worked before overtime starts.

Enter the minimum number of daily hours
that must be worked on each consecutive
day to qualify for overtime.

Enter the minimum number of total hours that
must be worked for all of the consecutive
days to qualify for overtime.

Select the overtime level that applies when
the consecutive days criteria is met.

Check this box to pay a second Overtime
Level if an employee works more than the
specified amount in the After field. TA100
Pro will apply the settings in the After and
Overtime Level fields once the employee
qualifies for consecutive day overtime.

Enter the number of hours after which the
second OT level will apply on days qualifying
for consecutive day overtime.

For example, if the employee gets OT1 for
the first eight hours, and OT2 after eight
hours worked on the seventh consecutive
day, you would enter 8 in this field, and OT2
in the next field.

Select the second OT level TA100 Pro will
pay when an employee meets the
qualification for the After field under "On
days that qualify". This setting works in
conjunction with the After column and
indicates what overtime level will be paid
when the number of hours in the After field
has been met.

If checked, this option tells TA100 Pro to
reset the Consecutive Days count after the
Overtime Cycle ends. This is used for Pay
Periods with more days than the Overtime
Cycle.
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5. The Differential tab defines the codes and rates for up to three levels of Shift
Differentials. A Shift Differential is a premium amount or factor paid in
addition to the employee's regular wage for certain hours worked during the
day. Shift Differentials work in conjunction with Shifts. The Differential tab
contains the following information:

Configure Policies

o001 General I Hulidays I Dvertime :DWEfEﬂUd:I Exceptions |
Standard Policy
[# Use Differsis]

001 Scandard Policy &

002 California

Differential Type Amount

1 = Addtion ' Multiplier 0.0000
2 & Addition T Multiplier 0.0000
3 & pddiion © Multiplier 0.0000

I™ Differential fixed to IN

2 Listed
% Code = HEme
I=|Show hactives

Apply 0K Lancel
Figure 39: Policies: Differential tab
Setting Definition
Use Differential Check this option to enable the shift
differentials.
Differential There are nine differential codes available.

Type Select the type of differential.

Addition. Select this option to add a specific
dollar amount to the employee’s regular
wage.

Multiplier. Select this option to multiply the
employee’s regular wage by a multiplication
factor.

Amount Enter the amount of the differential. If the
type is Addition, enter the amount in dollars
and cents that should be paid above the
employee's regular wage for differential
hours (i.e. .30 for 30 cents per hour). If the
type is Multiplier, enter the percentage or
factor to multiply the employee's regular
wage for differential hours (i.e. 1.5 for time
and a half).

Differential fixed to ~ Check this option to pay an employee a

In differential premium only when he/she
punches In within the time frame(s) specified
in Shift Maintenance. Clear this check box to
pay an employee a differential premium if
any part of the hours falls within the time
frame(s) in Shift Maintenance.
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6. The Exceptions tab defines rules for flagging hours worked exceptions and
contains the following information:

Configure Policies

00Z California

2 Listed
*iCode € Eme
I |Bhawactives

oo Genelall Hohdaysl Overtime | Differertial | Exceptians |
Standard Policy
¥ Report exceptions

001 Standard Policy &

Consecutive hours warked

999.93

Overtime hours worked 999,99
Under

0.00

Qver

999.93
Preriod hours worked 0.00 993.93

Daily hours worked

Apply ok

Lancel

Figure 40: Policies: Exceptions tab

Setting

Definition

Report Exceptions

Consecutive hours
worked

Overtime hours
worked

Daily hours worked

Period hours
worked

Check this box for TA100 Pro to report
employees that work above or below the
specified parameters.

Enter the number of consecutive hours
worked (HH.MM) that, if exceeded by an
employee, will be reported on the
Consecutive Hours Exception report. For
example, if 14.00 is entered, employees
working over 14 consecutive hours are
flagged for the report.

Enter the number of overtime hours (HH.MM)
that, if exceeded by an employee, will be
reported on the Overtime Hours Exception
report. For example, if 20.00 is entered, any
employees working over 20 hours of
overtime are flagged for the report.

An employee who works under or over this
number of hours (HH.MM) per day is
reported on the Daily Hours Exception report.
For example, if 6.00 is entered in the Under
or Over fields, an employee working under
or over 12 hours a day is flagged for the
report.

An employee who works under or over this
number of hours (HH.MM) per day is
reported on the Period Hours Exception
report. For example, if 30.00 is entered in the
Under or Over fields, an employee working
under or over 60.00 hours in a pay period is
flagged for the report.
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Add a Policy

1. Click the System Setup menu, Policies. The Configure Policies dialog box
will open.

2. Click the Add button to add a new Policy. The Default Policy Add dialog box
will become available.

=
[i]1}] General i Holidays | Elvertlmel Differential | Exceptions
Standard Policy
B ‘ e ]
o [T vy
Default Policy Add
- COPY DEFAULTS FROM
[0l Ztandard Policy ~ ‘ hursday
beriond 150 E
Code:
Mame |
Yes | Mo | LCancel I
| e Bl e woe toralto, [ 000 [joie
3 Listed r et G ATt iz 4 ) iz e e 4,00 Hours
& Code  Name 1= First ehiarie purieh sceiles o previeus (W pureh

™ Show Inactives

Add Edit | Delete I Frint Close

Figure 41: Adding a new Policy

3. Enter a unique code for this policy.
4. Enter a unigue name for this policy.
5. Click Yes to copy the existing policy, or click No to start from scratch.
6. Fillin the settings as described in the Configure Policies section.
7. Click OK to commit the changes and close the General dialog box.
8. Click Close to exit the Configure Policies dialog box.
Edit a Policy
1. Click the System Setup menu, Policies. The Configure Policies dialog box

will open.
2. Highlight the Policy you wish to edit from the list at the side of the screen.

3. Click the Edit button. The General screen will become available for you to
edit the selected Policy.

4. Edit the settings as described in the Configure Policies section.
Click OK to commit the changes and return to the Configure Policies screen.

Click Close to exit the Configure Policies dialog box.

Delete a Policy

1. Click the System Setup menu, Policy. The Configure Policies dialog box will
open.

2. Highlight the Policy you wish to delete from the list at the side of the screen.
3. Click the Delete button. You will be prompted:
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Confirmation E x|

@ Are you sure you want ko delete?

Figure 42: Deletion Confirmation

4. Click OK to confirm the deletion.

5. Click Close to exit the Configure Policies dialog box.
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Shifts

Shifts define the work schedule for your employees. Shifts are created in Shift Groups, which
can include multiple Shifts. For example, you may have a Shift Group for the Day-Shift workers,
in which unique Shifts may start at 7am, 8am, and 9am. Rounding rules are applied to the Shift
Group to determine employee tardiness and rounding.

An employee assigned to a Shift Group can be assigned to any of the individual shifts within it.
The employee may also "float" between Shifts, which causes TA100 Pro to determine tardiness
and rounding according to the Shift the employee punched in closest to. For example, an
employee that clocks in at 7:45am would be considered to be on the 8am Shift that day, simply
because he/she clocked in closer to 8am than to 7am. The parameters for this "cut off" are
defined as part of the Shift.

You will first create the Shift Group (Days, Swing, Graveyard, etc.) and then will create the unique
Shifts within it.

Configure a Shift Group

A Shift Group is made up of individual Shifts that are unique but are related in some way. For
example, the Day Shift Group has Shifts that all take place during daylight hours, but has
unique starting & stopping times (7am-4pm, 8am-5pm, 9am-6pm, etc.)

1. Click the System Setup menu, Shifts. The Configure Shifts dialog box will
open. The Configure Shifts dialog box contains three tabs, which are
described below.

Configure Shifts

001 Groups | Detalls | Differential |
Standard Shift

Cods [0 Name [Standard Shitt e ftive
I Flex i/ Dipe Eorcasted hatrs fon Aasters | 0.0000:
ShiftetE s
Statt [Eutaft Stap [Hross (omeh) J|GtE] Humter
e T E— R
16:00  20:00  01l:00 200 1.00 Add
Edit I
Delete I
I
R aurding
[ Mt Faundng LLurch Fisurding Break Betndng
| [x 700 sTancerz] [3 LUNCH &0 minut | [mowE cEFINED =
1 Listed
CiCodel & Mame
I™ Show Inastives
Add Edit Delete Frint I Cloze

Figure 43: Shifts

2. The Shift Groups tab defines the settings that apply to the Shift Group as a
whole and contains the following information:
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Configure Shifts

001 Groups | Detals | Diferenial |
Standard Shift
E Code [O0T  Mame FTEREREETND IV Active
Days
Daysz ™ Flex # Open Forcasted hours for floaters | 0.0000
Standard Shifc
Shift Details

Start. Cutaff Stop. Gross Lunch Total Number

07:00  07:30  16:00 5.00 1.00 .00 |

08:00 ©08:%0  17:00 .00 1.00 g.00 z Liele)

0s:00  ms:30 18:00 5,00 L.oo 8.00 3

Edit
[DElete
|
Rounding
In / Out Rounding Lunch Rounding Break Aounding
E 1 Ty oUT STANDRR] |3 LUNCH STANDRRL x| [MONE DEFINED =l

¢ Listed Edt In/Dut Feunding | EdilunchRounding | AddBresk Rownding |
i Eode Lol 0
I= Shov lnactives

g | O

Cancel |

Figure 44:Shifts: Shift Groups tab

Setting

Definition

Code

Name

Active

Flex/Open

Forecasted hours

for floaters

This field is required. Enter a unique shift
code up to 3 characters in length. Once
saved, this code cannot be changed.

This field is required. Type the shift group
name, as you want it to appear in the system
and on reports. The shift group name can be
up to 30 characters long.

Click the Active check box to indicate an
active shift group. Clear this check box if the
group is inactive. Rather than deleting a shift
group from the system, simply mark it
inactive in the event you wish to use it again
at a later date.

Click the Flex/Open check box if the shift
group consists of flexible shifts. A flexible
shift does not have a designated start and
stop time. It only specifies the number of
hours that an employee must work to
complete the shift.

When Flex/Open is selected, you cannot set
the start and stop times for any individual
shift created in this group. You can only
specify the total duration of the shift. Also,
the Forecasted hours for floaters is
unavailable.

Enter the number of hours that a floating
employee must work within a pay period.
This allows the system to forecast a number
of hours for floating employees when doing
forecast reporting. Unlike an employee
assigned to a fixed shift, a floating employee
may work varied shifts as long as he/she
works the total number of hours required for
the pay period.

© June 2005 Time America, Inc.

56



TA100 Pro Manual

Shift Details

Add/Edit/Delete
buttons

Rounding

In/Out Rounding

Add/Edit In/Out
Rounding

Lunch Rounding

Add/Edit Lunch
Rounding

Break Rounding

Add/Edit Break
Rounding

Displays the individual shifts that comprise
the shift group. Each row in the box is an
individual shift. If the Shift Details box is
blank, no individual shifts have been created
for this group.

These buttons allow you to maintain the
Shifts within this Shift Group.

These settings determine which Rounding
Rules will apply to all the Shifts within this
Shift Group.

Click the arrow to select time rounding rules
for In and Out punches used by the shift
group.

NOTE: These rules apply to the entire group
and not to the individual shifts.

Click this button to Add or Edit the In/Out
Rounding Rules.

Click the arrow to select time rounding rules
for Lunch punches used by the shift group.

NOTE: These rules apply to the entire group
and not to the individual shifts.

Click this button to Add or Edit the Lunch
Rounding Rules.

Click the arrow to select time rounding rules
for Break punches used by the shift group.

NOTE: These rules apply to the entire group
and not to the individual shifts.

Click this button to Add or Edit the Break
Rounding Rules.
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Rounding Details

Code |1 REUEY (M /OUT STANDARD ROUMDING

Start

Stop

Found IN punches fonward to | 15
the scheduled start time

Grace IMN punches back ta the I ]
scheduled start time

Diack IN punches fonward pastl 5
the scheduled start time

0745 [oslfo0] 0802 0805
— .

—

Dock OUT punches back prior | 16
to the scheduled stop time

Grace OUT punches 2
forwmardto the scheduled stop

Fowrd OUT punches back | a0
to the zcheduled stop time

[17}[o0] 1730

— ]
LI

16:45  16:58

-—

OUTSIDE ROUMD

Skart

Found IN punches outside the above

rounding parameters ta every |15 YI

Stop
Found OUT punches outside the above

rounding parameters to every I 15 vl

with a 7 minute split with & | 7 minute split
10:00 10:08:00  10:15 19:.00 19:08:00 1915
, e = ; e
0k | Lancel |

Figure 45: Shift Rounding

3. The Add/Edit Rounding buttons are only available when you are adding or
editing a Shift Group. When you click on the Rounding buttons the
Rounding Details dialog boxes contain the following information:

Setting

Definition

Code

Name

Start

Round In

Grace In

Dock In

Outside Round

This field is required. Enter a unique
rounding code up to 5 characters in length.
Once saved, this code cannot be changed.

This field is required. Type the time rounding
code name as you want it to appear in the
system and on reports. The rounding code
name can be up to 30 characters long.

These settings define the rounding rules for
the period's start time. Depending upon the
type of transaction selected, this may be the
In, Start Lunch or Start Break punch.

Identifies the number of minutes before the
scheduled Start time that will round forward
to the scheduled In time.

Identifies the number of minutes that are
rounded back after the scheduled start time.

Identifies the number of minutes after the
scheduled Start time that will be rounded
forward before TA100 Pro will use the
Outside Round.

The Outside Round box is for additional
rounding rules not covered in the ranges
above. Both the Start and Stop category has
its own set of outside rounding parameters.
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Every XX mins

With A XX Minute
Split

Stop

Dock Out

Grace Out

Round Out

Outside Round

Every XX mins

With A XX Minute
Split

Rounding may be minute to minute (0) or in
set increments of 3, 6, 15, 30 or 60 minutes.
Click the arrow to display valid entries then
select the increment desired. For example,
entering 15 in this field means that for
punches occurring outside the Scheduled
Start time, round to the nearest 15 minutes
using the Round Back and Round Forward
rules specified below.

Punches occurring through the minute
specified will round back to the last defined
rounding increment.

Punches occurring from the minute indicated
will round forward to the next defined
rounding increment.

Fields in the Stop column allow the rounding
of Out punches, based on the scheduled
stop times. These settings define rounding
rules to round the duration of the work period
(as opposed to the start time.)

Identifies the number of minutes before the
scheduled Stop time that will round back
prior to the scheduled Stop time.

Identifies the number of minutes that are
rounded forward to the scheduled Stop time.

Identifies the number of minutes after the
scheduled Stop time that will round back to
the scheduled Stop time.

The Outside Round box is for additional
rounding rules not covered in the ranges
above. Both the Start and Stop category has
its own set of outside rounding parameters.

Rounding may be minute to minute (0) or in
set increments of 3, 6, 15, 30 or 60 minutes.
Click the arrow to display valid entries then
select the increment desired. For example,
entering 15 in this field means that for
punches occurring outside the Scheduled
Start time, round to the nearest 15 minutes
using the Round Back and Round Forward
rules specified below.

Punches occurring through the minute
specified will round back to the last defined
rounding increment.

Punches occurring from the minute indicated
will round forward to the next defined
rounding increment.
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4. The Details tab is only available when you are adding or editing a Shift (as
opposed to the Shift Group). It defines the settings for a selected Shift within
the Shift Group, and contains the following information:

Configure Shifts

4 Listed

100 Details
Standard—30 Min Lunch 0000 0500 12:00 1800 24:00
l g e I |
l Shift Murmber Start |[ | 00 Cutaff 07 1115 Stop 115530
ProcessOn @1n O Out Gross Lunch/Breaks Total
Lunches Breaks Exceptions
Puriched Punched Start Stap Purch type
O Wfindow O window 100700 0000
(%) Elapsed (O Elapsed 2 i
(O MNone & Nore 3
SGMax polias SGMax opl:|20 4
“window Deduct Elapsed Deduct Punched
Type Paid Out In Elapsed  From Deduct Duration Pay Dutside
Break v 0015 O
Lunch | [] 06700  Punch ~ | 0030 0030 O
Bieak » 4 o015 O
] Mone

Figure 46:Shifts: Shift Details tab

Setting

Definition

Graphic

Shift Number

Start

Cutoff

Stop

Process On

Gross

Lunch/Breaks

Totals

Use the graphic timeline to define the
individual start and stop time of a shift.

Enter a unique number (up to 3 digits) to
identify the individual shift.

Type the individual shift's starting time in
HH:MM. Times must be entered in military
format.

Type the individual shift's latest starting time
(cutoff) in HH:MM, before the individual
would “float” into the next schedule. Times
must be entered in military format.

Type the individual shift's ending time in
HH:MM. Times must be entered in military
format.

If the shift's stop time rolls over to a new day,
do you want to process the hours on the day
the employee punched In or punched Out?
Select the In or Out option by clicking the
desired field.

This field automatically displays the total
duration of the shift from clock in to clock out.

This field automatically displays the total
number duration of lunches and breaks
(combined).

This field automatically displays the total paid
hours for the day. It takes into account
whether or not breaks and lunches are paid.
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Lunches

Punched

Elapsed

None

SG Max

Breaks

Punched

Elapsed

None

These settings define how lunches are
treated during this shift.

Check this box to indicate that employees
should clock out for and in from lunch.

Select this option if the shift’s lunch period is
automatically deducted after a number of
elapsed hours. If the Punched check box is
also selected, the punched time overrides
the elapsed time. In other words, if the
employee does not punch Out for and In
from lunch, the shift’s lunch period is
automatically deducted after the elapsed
time. Define the elapsed time in the Elapsed
Deduct box below.

If no restrictions apply to the shifts lunch
period, select this option. Typically, if the
employee has a paid lunch, clear the
Punched check box and select None. This
prohibits the employee’s lunch period from
being deducted from the shift’s total hours.

If Swipe and Go is in use, this tells TA100
Pro what the maximum amount of time a
lunch or break can be. Enter time in military
format. TA100 Pro will then take all the
punches and measure the duration between
transactions. If the duration is longer than the
SG Max, it will move to the next option.

These settings define how breaks are treated
during this shift.

Check this box to indicate that employees
should clock to and from break.

Select this option if the shift's break period is
automatically deducted after a number of
elapsed hours. If the Punched check box is
also selected, the punched time overrides
the elapsed time. In other words, if the
employee does not punch Out for and In
from break, the shift's break period is
automatically deducted after the elapsed
time. Define the elapsed time in the Elapsed
Deduct box below.

If no restrictions apply to the shift’s break,
select this option. Typically, if the employee
has a paid break, clear the Punched check
box and select None. This prohibits the
employee’s break from being deducted from
the shift’s total hours.
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SG Max

Exceptions

Start

Stop

Punch Type

Type

Paid

Elapsed Deduct

Elapsed

From

Deduct

If Swipe and Go is in use, this tells TA100
Pro what the maximum amount of time a
lunch or break can be. Enter time in military
format. TA100 Pro will then take all the
punches and measure the duration between
transactions. If the duration is longer than the
SG Max, it will move to the next option.

Enter the time frames for exception
transactions in this box. These are the time
frames in which employees are not supposed
to be punching. If a punch falls within these
time frames, it is reported on the Punch
Interval Exceptions report and to the
Approval Editor as an exception or violation
that needs supervisor approval.

Type the starting time of the exception in
HH:MM. Time must be entered in military
format.

Type the ending time of the exception in
HH:MM. Time must be entered in military
format.

Select In or Out to indicate that the
exception applies to an In or Out punch.

Click the down arrow to the right of the Type
field and select the type of period (Lunch,
Break or None) to be defined in this row. For
example, to define a windowed lunch period,
select Lunch as the Type.

For windowed lunches or breaks, if the lunch
or break is paid, select the Paid check box.
Otherwise, clear this box to indicate an
unpaid lunch or break.

These settings define the parameters for
Elapsed Lunches and Breaks. If Elapsed is
selected in either the Lunch or Breaks
sections, you must configure this section.

Enter the number of hours that need to
elapse before a Lunch or Break is
automatically deducted. For example, if three
hours must elapse, enter 03:00 in this field.

Click the button to the left of the From field
and select whether the elapsed time starts
from the Actual In Punch or Shift Start
Time. The word Punch or Shift displays in
this field to indicate your selection.

Enter the time to be automatically deducted
for the Lunch or Break. For example, to
deduct one hour, enter 01:00.
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Punched These settings define how long the employee
is allowed for lunch, and how payment
should be handled if the employee takes
more time than is allowed.

Duration If the employee punches Out for and In from
lunches or breaks, enter the duration of the
lunch or break in this field. For example, to
specify a one-hour lunch period, enter 01:00.

Pay Outside If the employee punches Out for and In from
lunch, select the Pay Outside check box to
authorize payment for any time taken outside
the specified window of time.

5. The Differential tab defines a Shift Differential for this Shift Group (not for the
individual Shift) and contains the following information:

Configure Shifts

001 Groups | Details :D\Fferentialfl
Standard Shift

j‘ Start Stap SHMTWIES

Days £.00 00-00

-]
Daysz Fram lﬁ W tuﬁ W
iStandard Shift
Sunday | Differential - 1 'I
Manday | Differential - 1 'I
Tuedsy | Differential - 1 'I
‘wiednesday | Differential - 1 'I
Thusday | Differential - 1 'I
Friday | Differential - 1 'I
Saturday [Differental -1 <]

-]

B Add Edit Delete |

4 Ligted
" Code ' Name
I™ Show Inactives

A = [ Close

Figure 47:Shifts: Differential tab

Setting Definition

Differential List Displays the Start, Stop, and daily status of
an existing differential.

From Select the starting time for the pay
differential.

To Select the ending time for the pay differential.

Day of the Week Select the differential premium code (D1-D3)

assigned to the shift each day of the week.
For example, a 10:00 P.M. to 6:00 A.M. shift
may receive a $5.00 per hour premium on
weekends, but only $2.50 per hour premium
Monday through Friday. If no differential
premium code applies to a particular day,
select "No Differential".
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Add a Shift Group

1. Click the System Setup menu, Shift. The Configure Shift dialog box will
open.
2. Click the Add button to add a new Shift Group. The Groups tab will become
available.
Configure Shifts
Gioups | IB2ia10)| [ BiaEne)|
Standard Shift
= Cods [ Mame | ¥ Active
E:Zz ™ Flex / Dpen Farcasted haurs for floaters lm
Standard Shift
Shift Dretails
Start Cutaff Stop Gross  Lunch Tatal MNumber
isls)
Edit
ElEtE
|
Rounding
In # Dut Rounding Lunch Rounding Break Rounding
= [momE pEFINED =] [womE pEFINED =] [woms pEFTNED =l
:_Lit::e o ddin/OutRoundng | AddlunchRowding | AddBreak Roundng |
I= [Shawilhactives
Ealy | K | Cancel |

© ©® N o

11.
12.

Figure 48: Adding a new Shift Group

Fill in the Code, Name, Flex/Open, Forecasted hours for Floaters and select
the Rounding as describe in the Configure Shift Group section.

NOTE: If the Rounding Rules are not defined see Add/Edit Rounding for
more information.

Click OK to commit the changes and close the Configure Shift Group dialog
box.

Click the Add button next to the Shift Details window to add a new Shift. The
Details tab will become available.

Fill in the settings as described in the Configure Shift section.
Click OK to commit the changes and close the Shift dialog box.
Click on the Differential tab to add a shift differential.
Click the Add button.
. Enter the From and To in HH:MM.
Select the Day and Differential number that will apply to this shift.
Click Close to exit the Configure Shift Group dialog box.
NOTE: See Add A Shift to enter the specific shifts within this shift group.

Edit a Shift Group

1.

Click the System Setup menu, Shift. The Configure Shift Group dialog box
will open.

Highlight the Shift Group you wish to edit from the list at the side of the
screen.

Click the Edit button. The Groups screen will become available for you to
edit the selected Shift Group.
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Edit the Name, Flex/Open, Forecasted hours for Floaters and select the
Rounding as describe in the Configure Shift Group section.

Click OK to commit the changes and return to the Configure Shift Group
screen.

Click Close to exit the Configure Shift Group dialog box.
NOTE: See Edit a Shift to edit shift within this shift group.

Delete a Shift Group

Add a Shift

Edit a Shift

1.

© ® N o g~ w

Click the System Setup menu, Shift. The Configure Shift Group dialog box
will open.

Highlight the Shift Group you wish to delete from the list at the side of the
screen.

Click the Delete button. You will be prompted:

Confirmation x|

@ Are you sure you want ko delete?
Ok |

Figure 49: Deletion Confirmation

Click OK to confirm the deletion.

Click Close to exit the Configure Shift Group dialog box.

Click the System Setup menu, Shift. The Configure Shift dialog box will
open.

Click the Add button next to the Shift Details window to add a new Shift. The
Details tab will become available.

Fill in the settings as described in the Configure Shift section.
Click OK to commit the changes and close the Shift dialog box.
Click on the Differential tab to add a shift differential.

Click the Add button.

Enter the From and To in HH:MM.

Select the Day and Differential number that will apply to this shift.
Click Close to exit the Configure Shift dialog box.

Click the System Setup menu, Shift. The Configure Shift dialog box will
open.
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© © N o g &~

Delete a Shift
1.

4,
5.

Highlight the Shift you wish to edit from the list in the center of the Groups
screen.

Click the Edit button next to the Shift Details window. The Details screen will
become available for you to edit the selected Shift.

Edit the settings as described in the Configure Shift section.

Click OK to commit the changes and return to the Configure Shift screen.
Click on the Differential tab to edit a shift differential.

Click the Edit button.

Edit the From, To, Day and Differential number.

Click OK to commit the changes and close the Shift Differential dialog box.

. Click Close to exit the Configure Shift dialog box.

Click the System Setup menu, Shift. The Configure Shift dialog box will
open.

Highlight the Shift you wish to from the list in the Center of the Groups
screen.

Click the Delete button next to the Shift Details window. You will be
prompted:

Confirmation x|

@ Are you sure vou want to delete?
k. |

Figure 50: Deletion Confirmation

Click OK to confirm the deletion.

Click Close to exit the Configure Shift dialog box.

Add a Rounding Rule

1.

Click the System Setup menu, Shift. The Configure Shift Group dialog box
will open.

Click the Edit button to edit the Shift Group.

Click the Add In/Out Rounding, Lunch Rounding, or Break Rounding
button. The Rounding Details dialog box will open.

Fill in the settings as described in the Configure Shift Group section.
Click OK to commit the changes and close the Rounding dialog box.

Click Close to exit the Configure Rounding dialog box.
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Edit a Rounding Rule

1.

Click the System Setup menu, Shifts. The Configure Shift Group dialog box
will open.

Click the Edit button to edit the Shift Group.
Using the drop down arrow select the Rounding Rule you wish to edit.

Click the Edit In/Out Rounding, Edit Lunch Rounding, or Edit Break
Rounding button. The Rounding Details dialog box will open for you to edit
the selected Rounding Rule.

Edit the settings as described in the Configure Shift Group section.

Click OK to commit the changes and return to the Rounding Details dialog
box.

Click Close to exit the Configure Shift Group dialog box.
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Holidays

The Holiday feature specifies which dates are considered company holidays. (How employees
are paid for the holidays is defined within Policies section.) Holidays must be defined in order to
post employee time toward a paid holiday rather than time worked, as well as to generate time
and attendance reports that reflect holidays.

It is necessary to define the holidays each year, as certain holidays fall on or are observed on
different dates each year.

Holiday Tips:

e |tis not necessary to define all annual holidays: only enter those holidays that your
company recognizes.

o |If a holiday falls on a Sunday, but your employees get Monday off, enter the holiday
using Monday’s date.

o If a holiday falls on a weekend, and your employees do not receive holiday hours for
that day, then don't enter the holiday in the system.

e If your employees get two consecutive days off for a holiday, you must enter both
dates. For example, if Tuesday is the holiday and you wish to give both Monday and
Tuesday off with pay; enter the date for both days.

NOTE: No more than two consecutive holidays may be entered if employees must work the day
before and the day after the holiday.

Configure Holidays

1. Click the System Setup menu, Holidays. The Configure Holidays window
will open.

Configure Holidays

111172004 General
VETERANS DAY

- Date Thursday
LEREETERANS DAY

Active
Overtide Absent Allowed

Huoliday Groups

Include Code Mame

[ O
02 Group 02
O [o3 Group 03

mL Group 04

3 Listed

Figure 51: Configure Holidays

2. The Configure Holidays dialog box contains the following information:

Setting Definition

Date Enter the date on which the holiday will be
observed. This is the date on which the
Holiday Policies (set in Policies) will apply.

© June 2005 Time America, Inc. 68



TA100 Pro Manual

Name Enter the name of the holiday.

Active Check the Active box to indicate that this
holiday will be observed.

Override Absent Check this box if paid time for this Holiday

Allowed should supersede a system-generated
absence.

Holiday Groups Click the Include box for each group the

Holiday will be observed.

Add a Holiday

1. Click the System Setup menu, Holiday. The Configure Holiday dialog box
will open.

2. Click the Add button to add a new Holiday. The General tab will become
available.

Configure Holidays

1111172004 Gereral
VETERANS DAY

~ Date Thursday
LU E TERANS DAY

Active
Overtide Absent Allowed

Holiday Groups

Include Code Name
[ O

02 Group 02

] o2 Group 03

O o4 Group 04

3 Listed

Figure 52: Adding a new Holiday
Fill in the settings as described in the Configure Holidays section.
Click OK to commit the changes and close the Holiday dialog box.

Click Close to exit the Configure Holiday dialog box.

Edit a Holiday

1. Click the System Setup menu, Holidays. The Configure Holidays dialog box
will open.

2. Highlight the Holiday you wish to edit from the list at the side of the screen.

3. Click the Edit button. The General screen will become available for you to
edit the selected Holiday.

4. Edit the settings as described in the Configure Holiday section.
NOTE: The date cannot be modified.

Click OK to commit the changes and return to the Configure Holiday screen.

Click Close to exit the Configure Holiday dialog box.
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Delete a Holiday

1. Click the System Setup menu, Holidays. The Configure Holidays dialog box
will open.

2. Highlight the Holiday you wish to delete from the list at the side of the screen.
3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are you sure you want ko delete?
Ok |

Figure 53: Deletion Confirmation

4. Click OK to confirm the deletion.
5. Click Close to exit the Configure Holidays dialog box.

Groups

User-defined groups are optional but very useful. Groups are used to organize and sort
employees throughout TA100 Pro. They may be used to sort employees when generating
reports, and are also used with Security to control which employees managers are allowed to
edit. Some examples of employee groups are:

e Managers
e Union Employees
e Part-time Employees

Employees are assigned to a group in the Employee Maintenance dialog box.

Configure Groups

1. Click the System Setup menu, Groups. The Configure Groups window will
open.

Configure Groups

o1 General |
Time America, Inc. Prog
oo, ime Amer:

& hmeri

[Eade JO07

Wame [Time America, Inc. Production

[+ | loiive

2 Listed
@ Code  © Name
I™ Show Inastives

add | Edi Delets pit | Ciose

Figure 54: Configure Groups
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2. The Configure Groups dialog box contains the following information:

Setting Definition

Code This is a required field. Enter a unique code
(up to 10 characters) to identify the employee
group. Once saved, this code cannot be
changed.

Name This is a required field. Enter the group
name, as you want it to appear in the system
and on reports. The group name can be up
to 30 characters long.

Active Click the Active check box to indicate that the
employee group is currently in use. Clear this
check box if the group is not being used at
this time.

Add a Group

1. Click the System Setup menu, Groups. The Configure Groups dialog box
will open.

2. Click the Add button to add a new Group. The General tab will become
available.

Configure Groups

001 General |
Time America. Inc. Proq

ool Time tmerils]
ime Ameri

ooz Time

Code

Name |

¥ Active

2 Listed
FiCade O hlEme
1= Show [ ackives

Lppl K Lancel

Figure 55: Adding a new Group

Fill in the settings as described in the Configure Groups section.
Click OK to commit the changes and close the Group dialog box.

Click Close to exit the Configure Groups dialog box.

Edit a Group

1. Click the System Setup menu, Groups. The Configure Groups dialog box
will open.

2. Highlight the Group you wish to edit from the list at the side of the screen.

3. Click the Edit button. The General screen will become available for you to
edit the selected Group.
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4. Edit the settings as described in the Configure Groups section.
NOTE: The Group Code cannot be changed.

5. Click OK to commit the changes and return to the Configure Groups screen.

Click Close to exit the Configure Groups dialog box.

Delete a Group

1. Click the System Setup menu, Groups. The Configure Groups dialog box
will open.

Highlight the Group you wish to delete from the list at the side of the screen.

3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are you sure you want ko delete?
Ok |

Figure 56: Deletion Confirmation

4. Click OK to confirm the deletion.
5. Click Close to exit the Configure Groups dialog box.
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Departments

Departments are the top level in Job Costing. Departments indicate the business unit or
section of the company that employees work for, and are used to track where employees
spend their time. Departments serve many purposes in TA100 Pro. Employees can track
their time to a department by clocking into and/or transferring to the department. Wages
can be associated with the department and employee, enabling accurate department
costing. Hours and wage budgets can be set for the department, enabling accurate
budget vs. actual reporting. Reports can be filtered and grouped by department.

Departments are optional and only available when the Department Use Flag is checked
on the Configure tab of the Main Company dialog box. Also, if you changed the name
used to refer to Departments (on the Defaults tab of the Main Company dialog box), that
name will be used in lieu of "Department”. For more information, see Main Company,
page 28.

Some examples of departments are:

e Accounting

e Administration

e Customer Service

e Research and Development
e Sales and Marketing

e Shipping

Configure Departments

1. Click the System Setup menu, Department. The Configure Department
window will open.

Configure Department

0000
Department 00001
e

+General |

(Eeje =8 [T}

Mame  [Department 00001

¥tz
| I AR S

Bordaeted Tatsl Hiburs: 0.o0
Euggeted Motal ol ars 0.0000
higurlyiwags 0.0000

4 Listed
Code  {= Name
I~ Show Inactives

Delete Cloze

add | Edgt | Pint |

Figure 57: Configure Departments

2. The Configure Department dialog box contains the following information:
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Setting

Definition

Code

Name

Active

Use Hourly Wage

This is a required field. Enter a code to
identify the department. The code’s length
and type (numeric or alphanumeric) is
determined in the Defaults dialog box in the
Main Company dialog box (see Main
Company, page 28.). Once saved, this code
cannot be changed.

This is a required field. Enter the department
name, as it will appear in the system and on

reports. The department name can be up to

30 characters long.

Check this box to indicate that the
department is currently in use. Clear this
check box if the department is not being
used at this time.

Check this box to pay all employees
assigned to this department a standard
hourly wage whenever they work in this
department. Checking this box will enable
the Hourly Wage field, in which you define
the amount of the wage.

NOTE: This Hourly Wage is also known as
the Level Wage. If this wage is different than
the employee's individual wage, the
employee's individual wage takes
precedence. To cause the Hourly Wage
(Level Wage) to take precedence, check the
Use Level Wage before default
assignment wage option on the Configure
tab of the Configure Main Company dialog
box.
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Budgeted Total
Hours

Budgeted Total
Dollars

Hourly Wage

Enter the maximum number of hours
(HH.MM) that are budgeted for this entire
department per day in the pay period. This
information is used for Actual vs. Budgeted
reports only: it does not impact the
employee's ability to clock in. This field is
optional.

This number indicates the amount budgeted
per day in the pay period. Calculate this
number by multiplying the number of
employees working in the department by the
number of hours each employee is expected
to accumulate in the pay period. This number
is then divided by the total number of days in
the pay period.

Example

10 employees X 40 hours per pay period =
400 total hours

400 total hours / 7 days in the pay period =
57.14 budgeted total hours

Enter the maximum number of dollars that
are budgeted for this entire department per
day in the pay period. This information is
used for Actual vs. Budgeted reports only: it
does not impact the employee's ability to
clock in. This field is optional.

This number indicates the dollars budgeted
per day in the pay period. Calculate this
number by multiplying the number of
employees working in the department by the
dollar amount each employee is expected to
accumulate in the pay period. This number is
then divided by the total number of days in
the pay period.

Example

10 employees X 600 dollars per pay period =
6000 total dollars

6000 total dollars / 7 days in the pay period =
857.14 budgeted total dollars.

Enter the hourly wage paid to employees
working in this department.

The Use Hourly Wage check box must be
selected for this field to be available.
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Add a Department

1.

3.
4.
5.

Click the System Setup menu, Department. The Configure Department
dialog box will open.

Click the Add button to add a new Department. The General tab will become
available.

Configure Department

1 General |
Customer Service
£ S

Code [

Mame [

I Active ™ Walidate
™ Use Hourly Wage ™ Use Piece Rate

Budgeted Total Hours I—DDD
Budgeted Tatsl Dollas [~ 0.0000)

Houlpwage [ 00000
3 Listed Pieceworkrate [ 00000

& Code CiHame
I= | Etowlhestives

s | ok Cancel

Figure 58: Adding a new Department

Fill in the settings as described in the Configure Departments section.
Click OK to commit the changes and close the Department dialog box.

Click Close to exit the Configure Department dialog box.

Edit a Department

1.

Click the System Setup menu, Department. The Configure Department
dialog box will open.

Highlight the Department you wish to edit from the list at the side of the
screen.

Click the Edit button. The General screen will become available for you to
edit the selected Department.

NOTE: The Code field cannot be edited.
Edit the settings as described in the Configure Departments section.

Click OK to commit the changes and return to the Configure Department
screen.

Click Close to exit the Configure Department dialog box.

Delete a Department

Departments that are in use cannot be deleted.

1.

Click the System Setup menu, Department. The Configure Department
dialog box will open.

Highlight the Department you wish to delete from the list at the side of the
screen.
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3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are you sure vou want to delete?
k. | :

Figure 59: Deletion Confirmation

4. Click OK to confirm the deletion.

5. Click Close to exit the Configure Department dialog box.

Jobs

Jobs are the second level in Job Costing. Jobs are used to track employee’s time and
labor cost in terms of hours and dollars. Jobs serve many purposes in TA100 Pro.
Wages can be associated with the job and employee. Hours and wage budgets can be
set for the job, enabling accurate budget vs. actual reporting.

Jobs are optional and only available when the Department and Job Use Flags are
checked on the Configure tab of the Main Company dialog box. Also, if you changed the
name used to refer to Jobs (on the Defaults tab of the Main Company dialog box), that
name will be used in lieu of "Jobs". For more information, see Main Company, page 28.

Some examples of Jobs might be:
e Welding
e Shipping
e Product Development
e Work Orders
Configure Jobs
Jobs are the second level of the Job Costing feature (Departments are the top level.)

1. Click the System Setup menu, then Job. The Configure Job window will
open.

Configure Job

0002 {i5:
XYZ Widgets
=

[Ecde [00Z

Name [vZ widgets

[ fistive
T U= Hul e

Euggeted Total Hours 0.00
Budgeted Viatal [V5]l&s 0.0000
HEunwane: 0.0000

2 Listed
& Code  Mame:
I™ Show Inactives

add | Edt | Delete pint | Ciose

Figure 60: Configure Job

© June 2005 Time America, Inc. 77



TA100 Pro Manual

2. The Configure Job dialog box contains the following information:

Setting

Definition

Code

Name

Active

Use Hourly Wage

Budgeted Total
Hours

This is a required field. Enter a code to
identify the Job. The code’s length and type
(numeric or alphanumeric) is determined in
the Defaults dialog box in the Main Company
dialog box (see page 28). Once saved, this
code cannot be changed.

This is a required field. Enter the Job name,

as it will appear in the system and on reports.

The Job name can be up to 30 characters
long.

Check this box to indicate that the Job is
currently in use. Clear this check box if the
Job is not being used at this time.

Check this box to pay all employees
assigned to this Job a standard hourly wage
whenever they work in this Job. Checking
this box will enable the Hourly Wage field, in
which you define the amount of the wage.

NOTE: This Hourly Wage is also known as
the Level Wage. If this wage is different than
the employee's individual wage, the
employee's individual wage takes
precedence. To cause the Hourly Wage
(Level Wage) to take precedence, check the
Use Level Wage before default
assignment wage option on the Configure
tab of the Configure Main Company dialog
box.

Enter the maximum number of hours
(HH.MM) that are budgeted for this entire
Job per day in the pay period. This
information is used for Actual vs. Budgeted
reports only: it does not impact the
employee's ability to clock in. This field is
optional.

This number indicates the amount budgeted
per day in the pay period. Calculate this
number by multiplying the number of
employees working in the Job by the number
of hours each employee is expected to
accumulate in the pay period. This number is
then divided by the total number of days in
the pay period.

Example

10 employees X 40 hours per pay period =
400 total hours

400 total hours / 7 days in the pay period =
57.14 budgeted total hours
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Budgeted Total Enter the maximum number of dollars that

Dollars are budgeted for this entire Job per day in
the pay period. This information is used for
Actual vs. Budgeted reports only: it does not
impact the employee's ability to clock in. This
field is optional.

This number indicates the dollars budgeted
per day in the pay period. Calculate this
number by multiplying the number of
employees working in the Job by the dollar
amount each employee is expected to
accumulate in the pay period. This number is
then divided by the total number of days in
the pay period.

Example

10 employees X 600 dollars per pay period =
6000 total dollars

6000 total dollars / 7 days in the pay period =
857.14 budgeted total dollars.

Hourly Wage Enter the hourly wage paid to employees
working in this Job.

The Use Hourly Wage check box must be
selected for this field to be available.

Add a Job
1. Click the System Setup menu, then Job. The Configure Job dialog box will
open.
2. Click the Add button to add a new Job. The General tab will become
available.

Configure Job

000z General |
X¥Z Widgets

0002 HYZ Tidgets -]

1 Tidgers

Code

Mame [

¥ Active
™ Use Hourly Wage

Budgeted Total Hours I 0.00
Budgeted Total Dollars | 00000
Hourly wage I 0.0000

2 Listed
®ikode. Clhlame
I= [Shawilhactives

Al | cancel

Figure 61: Adding a new Job

Fill in the settings as described in the Configure Jobs section.
Click OK to commit the changes and close the Job dialog box.

Click Close to exit the Configure Job dialog box.
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Edit a Job

1. Click the System Setup menu, then Job. The Configure Job dialog box will
open.

2. Highlight the Job you wish to edit from the list at the side of the screen.

3. Click the Edit button. The General screen will become available for you to
edit the selected Job.
NOTE: The Code field cannot be edited.

Edit the settings as described in the Configure Jobs section.
Click OK to commit the changes and return to the Configure Job screen.

Click Close to exit the Configure Job dialog box.

Delete a Job
Jobs that are in use cannot be deleted.

1. Click the System Setup menu, then Job. The Configure Job dialog box will
open.

2. Highlight the Job you wish to delete from the list at the side of the screen.
3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are you sure you want ko delete?
Ok |

Figure 62: Deletion Confirmation

4. Click OK to confirm the deletion.
5. Click Close to exit the Configure Job dialog box.
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Bell Schedules

The Bell Schedules is an optional module that allows your Time clock to activate a bell at
specified times of day. For example, you might have a bell ring to announce the start of a shift,
break or lunch, and the end of the day. The bell schedule is defined by the day of the week, the
time of day, and the duration of the bell. The Bell Schedules module can ring up to 336 bells per
Time clock per week.

Each Bell Schedule template can contain multiple bell details. Once the Bell Schedule has been
created, you will add the individual dates and times the bells will ring. The Bell Schedule is then
downloaded to the appropriate Time clocks.

Configure Bell Schedules

1. Click the System Setup menu, Bell Schedules. The Configure Bells window
will open.

Configure Bells

_ Gene,all

 SCHEDILES: WA DR EBR
SHTITES Time — Durstion

Huraber [T0000 | Harer| 1= £otive

= =[S unday
= sy
= Tuizsday
= adnzsday
[DElete I~ | Thueday.
I~ Friday
I= Sty
Time [ fim

= Duration | 20
0O Listed I

 Number, & Name

™ Show Inactives

add | s || ek S | dese

Figure 63: Configure Bells

2. The Configure Bells dialog box contains the following information:

Setting Definition

Number This is a required field. Enter a 4-digit
number to identify the bell schedule. Once
saved, this number cannot be changed.

Name This is a required field. The bell schedule
name can be up to 30 characters long.

Active Click the Active check box to indicate that the
Bell Schedule is currently in use. Uncheck
this box if the Schedule is not being used at

this time.

Schedules Lists the individual bell days and times
entered.

Number Indicates the order the bells will ring.

SMTWTFS Indicates the day(s) of the week the bell will
ring.
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Time Indicates the time at which the bell will ring.
Duration Indicates how long the bell will ring.
Day of Week Indicates the day(s) of the week the bell

selected in the Schedules list will ring.

Time Indicates the time at which the bell selected
in the Schedules list will ring.

Duration Indicates how long the bell selected in the
Schedules list will ring.

Add a Bell Schedule

1. Click the System Setup menu, Bell Schedules. The Configure Bell
Schedule dialog box will open.

2. Click the Add button to add a new Bell Schedule. The General tab will
become available.

Configure Bells

_ - |

Number m Name:
MONE B !

[ SCHEDULES Dy OF WEEK

¥ Active

IS8 undsy
I tonday
= Tiuzsday
= edhzsday
_IDE'E[E I Thitns g,
= | Rridy
I &t oy
Times [00 <[00
= Duration  [20
0O Listed I
Cilumber 9% s
= [ Stiawilhactives

Add

Sl i Cancel

Figure 64: Adding a new Bell Schedule

3. Enter in the Number, Name and Active status.
NOTE: As soon as the Number is entered, the Add button in the center of
the screen will become available.

4. Click the Add button in the center of the screen to add the individual bell
details. The Bell Details window will open.
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Configure Bells I
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Figure 65: Bell Schedules: Bell Details

o

Select the days of the week you want the bell to ring.

o

Enter the time (HH:MM) at which you want the bell to ring. This must be
entered in military time.

7. Enter the duration for the bell (how long the bell should ring). The default
value is 2.0 seconds.

8. Click OK to commit the changes and close the Bell Details dialog box.
9. Repeat Steps 4 through 8 to add all the Bell Details for this schedule.
10. Click OK to commit the changes and return to the Configure Bells screen.

11. Click Close to exit the Configure Bells dialog box.

Edit a Bell Schedule

1. Click the System Setup menu, Bell Schedules. The Configure Bells dialog
box will open.

2. Highlight the Bell Schedule you wish to edit from the list at the side of the
screen.

3. Click the Edit button. The General screen will become available for you to
edit the selected Bell Schedule.

Edit the settings as described in the Configure Bell Schedule section.
Click OK to commit the changes and return to the Configure Bells screen.

6. Click Close to exit the Configure Bells dialog box.

Delete a Bell Schedule
Bell Schedules that are in use cannot be deleted.

1. Click the System Setup menu, Bell Schedules. The Configure Bells dialog
box will open.

2. Highlight the Bell Schedule you wish to delete using the list at the side of the
screen.

© June 2005 Time America, Inc. 83



TA100 Pro Manual

3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are you sure vou want to delete?
o« |

Figure 66: Deletion Confirmation

4. Click OK to confirm the deletion.
5. Click Close to exit the Configure Bell Schedules dialog box.

Security

Security access determines who can log in to the TA100 Pro, which employees they are allowed
to manage and which areas of the program they are permitted to access.

Security is established in two steps.

1. Create the Security Levels that specify which program features are
accessible.

2. Add User accounts.

Users are given a login id and password, are assigned to a Security Level, and are granted
access to select groups of employees.

You may define an unlimited number of Security Levels and Users. The number of users logged
in at one time is limited by the number of User Licenses installed.

There are four commands within the Security menu, all of which are described in the following
sections.

A100 PRO - Time America Inc.

Daily Operations  Reporks  Syskem Setup  Communications  Help

User Maintenance, .,
Impork 3 Define Levels. ..

Export... Change Password. ..

Utilities »

PHink. ..

Environment 3

Login Mew Lser
Exit ALT+F4

Figure 67: Security Menu

© June 2005 Time America, Inc. 84



TA100 Pro Manual

Configure Security Levels

Security Levels define which areas of the program are accessible and what can be done
in them. Security Levels should be configured prior to adding Users. Examples of
Security Levels are:

e Branch Managers

e Line Supervisors

e Payroll/HR

Up to four options are available for each feature. As the function of these options is the
same for each feature, they are described once here for ease of use:

Option Definition

View Grants read-only access to items.

Add Allows the user to add new items.

Edit Allows the user to edit existing items.
Delete Allows the user to delete existing items.

1. Click the File menu, Security, Define Levels. The Configure Security Levels
window will open.

Configure Security Levels

2 Cods [Z Nams [Fuman Resouice e ot v
Human Resource
[Z |GEtDate and Tims: 1= Fritlize

Human e
SUPERVISOR LEVEL File: | Daily Dperations | Reparts System Setup I Communication

SECURITY ———— WAL ES WTHER
View Add Edit Del|l | T Reinder Repai Updste: I Fepns fiom s ol
= i S e I= |Get Heproeesslate I | Firae Fifiles = | Evprt
Defie eyl = S I |irliessian=d bedaes I [rehive and Festore| | Brint et
I= | Backup and Hestare
| ritiel 22 e e onlibe done brS TS iE

2 Listed
 Code & Mame:
™ Show Inactives

add | Edt | Delete Pint Close

Figure 68: Configure Security Levels

2. The Configure Security Levels dialog box contains some general settings
and several tabs, all of which are described below.

Setting Definition

Code This field is required. Enter a unique code
(up to 10 characters) to identify the security
level. Once saved, this Code cannot be
changed.

Name Enter a description of the security level in this
field. The description can be up to 30
characters long.
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Active Click the Active check box to indicate that the
level is currently in use. Uncheck this box if
the level is not being used at this time.

Set Date and Time Check this box to allow the user to update
the date and time of the PC.

Print Lists Click the Print Lists check box to allow the
user to print all available listings reports

3. The File tab grants access to features under the File menu and contains the
following information:

Configure Security Levels

SUPERVISOR
SUPERVISOR LEVEL Bod | gl [ ctive
[~ SetDate and Tims [ Print Lists

SUPERVISOR LEVEL E

Test File: | Daily Operations | Reports System Setup I Cammunication

SECURITY ————— UTILITIES OTHER
View Add Edit Dl | | T Fleindex, iepai, Update [~ Flepost fiom Fi-fles I Inpart
Uses [ 0 T I™ Set Reprocess Date ™ Purge Refiles ™ Export
Define Levels [~ 7 17 T I Fix Unassianed badges [~ Archive and Fisstors| | [ Print Setup
I™ Backup and Restore
Initizlize can only be done by SYSOP

2 Listed
€ Eode Lo
I St lactives

Anply i Lancel
Figure 69: Security Levels: File tab
Setting Definition
Security This section defines the user's access rights

to the File, Security menu's features.

Users Defines the user's access rights to User
Maintenance settings. The options are View,
Add, Edit and/or Delete.

For more information on User Maintenance,
see page 95.

Define Levels Defines the user's access rights to Security
Levels settings. The option is View.

Utilities This section defines the user's access rights
to the File, Utilities menu's features.

NOTE: Typically these are reserved for the
system administrator.

Reindex, Repair,  Allows the user to Repair, Reindex and
Update Update the TA100 Pro databases.

For more information on these features, see
the sections on Repairing (page 236),
Reindexing (page 236) and Updating (page
236).
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Set Reprocess
Date

Fix Unassigned
Badges

Backup and
Restore

Repost from R-
files

Purge R-files

Archive and
Restore

Other

Import

Export

Print Setup

4. The Daily Operations tab grants access to features under the Daily

Allows the user to Set employees' Reprocess
Date.

For more information on this feature, see Set
Reprocess Date, page 239.

Allows the user to use the Fix Unassigned
Badges utility.

For more information on this feature, see Fix
Unassigned Badges, page 240.

Allows the employee to Backup the TA100
Pro database and restore databases from
backup.

For more information on these features, see
System Backup, page 246.

Allows the employee to repost R-files (polled
clock data) to the TA100 Pro database.

For more information on this feature, see
Repost R-Files, page 241.

Allows the employee to delete old R-files
(polled clock data) from the TA100 Pro
directory.

For more information on this feature, see
Purge R-Files, page 241.

Allows the employee to Archive the TA100
Pro database and restore a previously
archived database.

For more information on these features, see
Archive, page 243.

This section defines the user's access rights
to the other items in the File menu'.

Allows the employee to import data from
external files.

For more information on this feature, see
Importing, page 230.

Allows the employee to export data from
TA100 Pro to an external file.

For more information on this feature, see
Exporting, page 232.

Allows the employee access to the print
setup information from the File menu. See
page 174.

Operations menu and contains the following information:
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Configure Security Levels

Test
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Figure 70: Security Levels: Daily Operations tab

Setting

Definition

Approval Editor

Employee

Timecard

Block Prior Periods

Schedule

Defines the user's access rights to the
Approval Editor. The options are View and
Edit.

For more information on this feature, see
Approval Editor, page 164.

Defines the user's access rights to the
Configure Employee section. The options are
View, Add, Edit and/or Delete and will allow
the user access to employee records. If
Add, Edit and Delete are turned off the
Detail Tab is also off.

For more information on this feature, see
Employee Maintenance, page 110.

Defines the user's access rights to the
Timecard tab of the Configure Employee
section. The options are View, Add, Edit
and/or Delete and will allow the user access
to employee time sheet data.

For more information on this feature, see
Employee Timecard, page 116.

Check this box to restrict the user from
editing prior pay periods' data.

Defines the user's access rights to the
Schedule tab of the Configure Employee
section. The options are View, Edit, and
Delete and will allow the user access to the
employee's schedule.

For more information on this feature, see
Employee Schedule, page 120.
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Transactions

Status

Benefits

Messages

Wages

Badges

Status Board

Global

Defines the user's access rights to the
Transactions tab of the Configure Employee
section. The options are View, Add, Edit
and/or Delete and will allow the user access
to employee transaction (punch) data.

For more information on this feature, see
Employee Transactions, page 128.

Defines the user's access rights to the Status
tab of the Configure Employee section. The
options are View, Add, Edit and/or Delete.

For more information on this feature, see
Employee Status, page 129.

Defines the user's access rights to the
Benefits tab of the Configure Employee
section. The options are View and Edit and
allow the user access to the employee's
benefits entitlement information.

For more information on this feature, see
Employee Benefits, page 132.

Defines the user's access rights to the
Messages tab of the Configure Employee
section. The options are View, Add, Edit
and/or Delete.

For more information on this feature, see
Employee Messages, page 139.

Defines the user's access rights to the
Wages tab of the Configure Employee
section. The options are View and Edit and
will allow the user access to employee pay
rate information.

For more information on this feature, see
Employee Wages, page 141.

Defines the user's access rights to the
Badges tab of the Configure Employee
section. The options are View, Add, Edit
and/or Delete.

For more information on this feature, see
Employee Badges, page 145.

Allows the user to view the Status Board
screen.

For more information on this feature, see
Status Board, page 166.

Allows the user access to the File, Global
menu, from which he/she can perform global
functions.

For more information on this feature, see
Global Commands, page 170.
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Benefits Accruals

Allows the user to access the File, Benefits
Accruals menu. (Benefits Accruals are an
optional feature and therefore may not be
available here.) The options are View, Add,
Edit and/or Delete.

For more information on this feature, see
Benefits Accruals, page 110.

5. The Reports tab grants access to features under the Reports menu and
contains the following information:

Test

2 Listed
= e

@ HEme

1= | Show Hactives

Configure Security Levels

2
Test

SUPERVISOR LEVEL -

Code [7 Name [Test ¥ Active

™ SetDate ard Time [ Print Lists

Daily Dperations Communication

Fie | SystemBelp |

™ Daily Reports
I~ weekly Reports
I~ Period Reports
™ Payroll Export
I™ Listings

Spply 0K Lancel

Figure 71: Security Levels: Reports tab

Setting

Definition

Daily Reports

Weekly Reports

Period Reports

Payroll Exports

Listings

Grants access to the reports such as Who's
in, Who's not in, Daily Hours, etc.

Grants access to the reports such as Weekly
Hours, Attendance, Approaching Overtime,
etc.

Grants access to the reports such as
Timecards, Who's Scheduled, Coverage, etc.

Grants access to run the Payroll Export.
Grants access to the reports in the Listings
category.

For more information see Listings, page

6. The System Setup tab grants access to features under the System Setup
menu and contains the following information:
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Configure Security Levels
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Figure 72: Security Levels: System Setup tab
Setting Definition
Main Company Defines the user's access rights to the Main

Company settings. The only option is Edit.

For more information on this feature, see
Main Company, page 28.

Divisions Defines the user's access rights to Divisions
settings. The options are View, Add, Edit
and Delete.

For more information on this feature, see
Divisions, page 34.

Categories Defines the user's access rights to
Categories settings. The options are View,
Add, Edit and Delete.

For more information on this feature, see
Categories, page 37.

Policies Defines the user's access rights to Policies
settings. The options are View, Add, Edit
and Delete.

For more information on this feature, see
Policies, page 43.

Shifts Defines the user's access rights to Shifts
settings. The options are View, Add, Edit
and Delete.

For more information on this feature, see
Shifts, page 55.

Holidays Defines the user's access rights to Holidays
settings. The options are View, Add, Edit
and Delete.

For more information on this feature, see
Holidays, page 66.
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Groups Defines the user's access rights to Groups
settings. The options are View, Add, Edit
and Delete.

For more information on this feature, see
Groups, page 70.

Department Defines the user's access rights to
Department settings. The options are View,
Add, Edit and Delete.

For more information on this feature, see
Departments, page 73.

Job Defines the user's access rights to Job
settings. The options are View, Add, Edit
and Delete.

For more information on this feature, see
Configure Jobs, page 77.

Bell Schedules Defines the user's access rights to Bell
Schedule settings. The options are View,
Add, Edit and Delete.

For more information on this feature, see
Bell Schedules, page 110.

7. The Communication tab grants access to features under the
Communications menu and contains the following information:

Configure Security Levels

POLL
POLL TIME CLOCKS Code [TEST Mame [Test ¥ Active
I~ SetDate and Time [ Print Lists

POLL TIME CLOCKS =
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Figure 73: Security Levels: Communication tab

Setting Definition
Poll This section defines the user's access rights
to Poll hardware clocks.
Start Allows the user to start the process of polling
clocks.

For more information on this feature, see
Polling, page 221.
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Change Allows the user to manually change the times
Selections at which the clocks poll.

For more information on this feature, see
Polling, page 221.

Options Allows the user to change the settings in the
Poll Clock Selection dialog box.

For more information on this feature, see
Polling, page 221.

AutoProcess This section defines the user's access rights
to configure Auto Processes.

For more information on this feature, see
Configure an AutoProcess, page 223.

Schedule Defines the user's access rights to Schedule
AutoProcess settings. The options are View,
Add, Edit and Delete.

For more information on this feature, see
Configure an AutoProcess, page 223.

Start Allows the user to start a pre-defined
AutoProcess.

For more information on this feature, see
Configure an AutoProcess, page 223.

Configure Defines the user's access rights to clock
configuration settings. The options are View,
Add, Edit and Delete.

For more information on this feature, see
Terminal Configuration, page 189.

Set Date and Time Allows the user to set the date and time of
the clocks.

Add a Security Level

1. Click the File menu, Security, Define Levels. The Configure Security Level
dialog box will open.

2. Click the Add button to add a new Security Level. The tabs will become
available.
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3.
4.
5.

Configure Security Levels
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Figure 74: Adding a new Security Level

Fill in the settings as described in the Configuring Security Levels section.
Click OK to commit the changes and close the Security Level dialog box.

Click Close to exit the Configure Security Level dialog box.

Edit a Security Level

1.

Click the File menu, Security, Define Levels. The Configure Security Levels
dialog box will open.

Highlight the Security Level you wish to edit from the list at the side of the
screen.

Click the Edit button. The tabs will become available for you to edit the
selected Security Level.
NOTE: You cannot edit the Code field.

Edit the settings as described in the Configure Security Level section.

Click OK to commit the changes and return to the Configure Security Level
screen.

Click Close to exit the Configure Security Level dialog box.

Delete a Security Level

1.

Click the File menu, Security, Define Levels. The Configure Security Levels
dialog box will open.

Highlight the Security Level you wish to delete from the list at the side of the
screen.

Click the Delete button. You will be prompted:
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Confirmation

@ Are you sure you want ko delete?

CIE |

Figure 75:

Deletion Confirmation

4. Click OK to confirm the deletion.

5. Click Close to exit the Configure Security Levels dialog box.

User Maintenance

User Maintenance defines the users that can log in to TA100 Pro, which employees they
can manage, and which areas of the program they can use. The user is given a login Id
and password, is assigned a Security Level, and granted permission to select groups of

employees.
NOTE: Define Levels must be

Configure Users

completed before adding any users.

Click the File menu, Security, User Maintenance. The Configure Users

7 Nl et

i Wser

Login [E¥50F
Supervisor Badge [TTTTTT1111

ez
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= lilEme:

Last [JPERATOR First [SYSTEM
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Figure 76: Configure Users

1.
window will open.
Configure Users
SYSOP
EIE’EBATOR,SYSTEM
M
I
1 Listed
 Laogin = Name
I¥ Show Inactives
2.
described below.
3.

The Configure Users dialog box contains several tabs, each of which is

The Users tab contains the following information:
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[Configure Users

TAIKENS Users | Divisions || Groups
AIKENS. TRACY

2 Listed

-~
User
Login Password | =

Supervisor Badge | 11002 [ Active
Name
Last |AIKEMS First | TRACY
Security Level
SUPER/ISOR SUPEMYISORN LEWEL v

Startup

Startin| Employes | Color quaity |G

High |

3 E-mail Profile | TRACYAGTIMEAMERICA. COM

Figure 77: Configure Users: User tab

Setting

Definition

Login

Password

Supervisor Badge

Active

Last
First

Security Level

Startup

This field is required. Enter a unique Login ID
for this user, up to 9 alphanumeric
characters. This code will be entered into the
User ID field in the login window when this
user logs in. Once saved, the Login name
cannot be changed.

When you press Tab or Enter after entering
this field, the Password entry dialog box will
appear automatically.

This field is required. Enter a password, up to
9 alphanumeric characters, to be used with
the User ID above. Type the password again
to confirm it.

Enter the badge number assigned to this
user. For audit purposes, this badge number
is recorded when this user adds or edits
transactions.

Click the Active check box to indicate that the
Login ID is active. Uncheck this box if the
Login is not being used at this time.

Enter the last name of this User.
Enter the first name of this User.
Select the pre-defined Security Level for this

user.

For more information on setting up Security
Levels, see Configure Security Levels,
page 85.

This section determines the settings that
apply when TA100 Pro starts up.
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Start In Select the screen that should open
automatically when TA100 Pro starts. The
options are Main Menu, Approval Editor,
and Employee (Configure Employee).

Color Quality Select the set of icons you want displayed in
Genesis Pro. The options are High Quality
and Low Quality. High Quality displays the
newest icons and Low Quality keeps the old
icons.

Optimize for Defines how often TA100 Pro should check
for new information.

Select Updated Data to refresh the
Configure Employee window to reflect the
latest employee additions and deletions.

NOTE: This option should be selected if
multiple users will be adding/deleting
employees at the same time.

Select Speed to speed up TA100 Pro by
allowing it to open certain windows without
checking the databases for updated
information.

Email Profile Enter this user's email address. This can be
used to send Auto Processed reports to the
user whenever they're ready.

NOTE: This option will only be available if
you are using Microsoft Outlook.

4. The Divisions tab specifies the Divisions to which this user can view and
contains the following information:

Configure Users

SYSOP Users Divisions | Groups |
OPERATOR,SYSTEM
Active SELECT o~ oy C Range ¢ IList
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Figure 78: Configure Users: Divisions tab
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Setting Definition

Select Determines what options are available in the
bottom part of the screen. The options are
All, Range, and List.

All automatically grants access to all
Divisions.

Range allows you to choose a range of
Divisions for access.

List allows you to choose individual
Divisions for access.

List When List is selected, a list of all the
Divisions in your company will appear based
on what was selected above.

Add/Add All Add adds the currently selected Division to
the Selected list. Add All adds all of the
Divisions to the Selected list.

Remove/Remove  Remove removes the currently selected

All Division from the Selected list. Remove All
removes all of the Divisions from the
Selected list.

5. The Groups tab specifies the Groups which this user can view and contains
the following information:

Configure Users
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Figure 79: Configure Users: Groups tab

Setting Definition
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Select Determines what options are available in the
bottom part of the screen. The options are
All, Range, and List.

All automatically grants access to all Groups.

Range allows you to choose a range of
Groups for access.

List allows you to choose individual Groups
for access.

List When List is selected, a list of all the Groups
in your company will appear based on what
was selected above.

Add/Add All Add adds the currently selected Group to the
Selected list. Add All adds all of the Groups
to the Selected list.

Remove/Remove Remove removes the currently selected

All Group from the Selected list. Remove All
removes all of the Groups from the Selected
list.

Add a User

1. Click the File menu, Security, User Maintenance. The Configure Users
dialog box will open.

2. Click the Add button to add a new User. The User tab will become available.

Configure Users

SYSOP Users | Dujiziars: | Giroups |
OPERATOR.SYSTEM
Active

OPERATOR, STETEM =]

- User

Login Pagzwiorg [Fesssss
Supervizor Badge ¥ Active
- Name
Last [ First [
Securiy Level
’V [suPERVIZOR sUPERVISOR LEVEL 1=l ‘

Startup
Stattin [ Mainmenu =| Optimize for | Updated Data =] ‘

E-mail
| ’V E-mail Profile [ ‘

1 Listed
O Logit = Eme
¥ S Iractives

£aply i Lancel

Figure 80: Adding a new User

Fill in the settings as described in the Configure Users section.
Click Apply to commit the changes.

Click on the Divisions tab.

Click Apply to commit the changes.

Click on the Groups tab.

Click OK.

Click Close to exit the Configure Users dialog box.

© © N o g kM~ w
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Edit a User

1. Click the File menu, Security, User Maintenance. The Configure Users
dialog box will open.

2. Highlight the User you wish to edit from the list.

3. Click the Edit button. The tabs will become available for you to edit.
NOTE: The Login field cannot be edited.

Edit the settings as described in the Configure User section.
Click OK to commit the changes and return to the Configure User screen.

Click Close to exit the Configure User dialog box.

Delete a User

1. Click the File menu, Security, User Maintenance. The Configure Users
dialog box will open.

2. Highlight the User you wish to delete from the list.
3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are you sure you want ko delete?
Ok |

Figure 81: Deletion Confirmation

4. Click OK to confirm the deletion.

5. Click Close to exit the Configure Users dialog box.

Change Password
The Change Password function changes the password of the user currently logged in.

1. Click the File menu, Security, Change Password. The Change Password
input box will open.

2. Enter your old password.
Enter your new password. Type the password again to confirm it.

4. Click OK to confirm the changes and exit the dialog box.
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Benefit Accruals

Using Benefit Accruals, TA100 Pro can automatically calculate the available benefit time for your
employees. These calculations are based upon rules that can account for different benefit types
(vacation, sick, personal, etc.), different accrual methods, seniority rules and other factors. Benefit
time taken is automatically subtracted from the available benefits so that balances are always
accurate.

TA100 Pro allows for an unlimited number of policies so that you can accommodate different
situations within your company. Each policy contains accumulators that specify the category
amounts and rules for earning benefits.

After the policies are created, they are assigned to the appropriate employees within the
company.

NOTE: Benefit Accruals is an additional module added into TA100 Pro. If you did not purchase
Benefit Accruals, you will have Benefit Entitlement instead. See Benefit Entitlement: Configure,
page 132.

There are two commands within the Benefit Accruals menu. Both are described below.

TA100 PRO - Time America Inc.
File | Daily Operations Reports  Syskem Setup  Communications  Help

I Approval Editor, ..
] Emplovee. ..

Last Punch. ..

Global

Benefit Accruals Configure. ..

Update ko current. ..

Figure 82: Benefit Accruals menu

Configure Benefit Accruals

1. Click the Daily Operations menu, Benefit Accruals, Configure. The
Configure Benefit Accrual window will open.

Configure Benefit Accrual

1 Biereral |
ANNUAL ACCRUAL

Code [1 Hame [ENNUAL ACCAUAL ¥ |tz
LI TIAL
[ode
WEEKLY ACCRUAL [F AecuriulEters: 1+ Eateanties s
Fosting EGsis Start date Fefeence Date (Eode HEme:
SICK  drmually 0170171980 01/01/1998 | WORE WORKEDL TIME =
[VAC  Annually 0170171330 0170171330 VAC  WACATION

SICK SICK - PAID
PERS FPERSOMAL DAY
OTHR OTHER DAID TIME
NSIC SICK - NON PAID
MTL  MILITARY LEAVE
LUNCH LUNCH

JURY JURY DUTY

HOL  HOLIDAY

EFY  BEREAVEMENT
EFE  BRELK

ADT  ADJUSTMENT
AESE ABSENT

I I

| = | iUl I= | Divattine 2
= Diertiea IS e &

2 Listed e & |
C Code % Name
I~ Show Inactives

WElere:

add | Edt | Deete | Pin | Cose

Figure 83: Benefit Accruals

2. The Configure Benefit Accrual dialog box contains the following information:
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Setting

Definition

Code

Name

Active

Accumulators

Code

Posting Basis

Start Date

Reference Date

Categories to Sum

Code
Name

Regular

Overtime

This is a required field. Enter the code or
number you wish to use to refer to this
Benefit Accrual policy. You may enter up to 3
characters.

This is a required field. Enter the name you
wish to use to refer to this Benefit Accrual
policy. You may enter up to 30 characters.

Click the Active check box to indicate that the
policy is currently in use. Uncheck this box if
the policy is not being used at this time.

Lists the accumulators that make up this
Benefit Accrual policy.

For more information on this feature see
Benefit Accruals, page 101.

Indicates the uniqgue number assigned to the
selected accumulator.

Indicates the frequency with which benefits
are posted in this accumulator.

Indicates the date on which this policy
became effective.

NOTE: This is typically set to the start date
of the company. However, this date needs to
be no earlier than the start date of the
employee that has the most seniority in the
company.

Indicates the date on which the yearly
benefits reset (previous balance zero out or
roll forward, and the employee starts earning
a new year's benefits.)

Indicates the categories that will be
considered when calculating benefits based
on hours worked and/or paid. Click the
category to select it. A checkmark displays
next to categories when they are selected.

Displays the code for the Category.
Displays the name of the Category.

Check this box to indicate that regular hours
of the selected category(s) should be
considered when calculating benefits.

Check this box to indicate that overtime
hours of the selected category(s) should be
considered when calculating benefits.
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Overtime 2

Overtime 3

Check this box to indicate that overtime 2
hours of the selected category(s) should be
considered when calculating benefits.

Check this box to indicate that overtime 3
hours of the selected category(s) should be
considered when calculating benefits.

Configure Benefit Accumulators

Accumulators specify the categories that will be granted by the policy, as well as the
amounts granted and method of accrual. You can have multiple accumulators within one

policy.

1. While adding or editing a Benefit Accrual, click the Add or Edit button in the
center of the screen to display the Accumulators dialog box.

Configure Benefit Accrual

1 General |
ANNUAL ACCRUAL
Code [T2 | Mame [Test IV ibctive!
(ANNUAL ACCRUAL -
Code )
FT Hourly Employees r Accumulators - Categaries to sum
FT Salary Employess ( Posting Basis Start date Reference Date Code  MName
FT $alary Employees § i RE _OREED TTUE
WEEKLY ACCRUAL VAC  VACATION
SICK SICK - PAID
PERS PERSONAL DAY
OTHR OTHER PAID TIME
NEIC SICK - NON PAID
NIL  HMILITARY LERVE
LUNCH LUNCH
JURY JUEY DUTY
HOL  HOLIDAY
FAM  Femily Tllness
BRV  BEREAVEMENT
BEK  EBREAK
BH  Bonus Hours
DI ADJUSTMENT
o = ABSE  ABZENT =
5 Listed
Add Edit Delete | ™ Regular ™ Dvertime 2
CCode (% Name [ Overtime1 [ Dveie =
I Shaplnectives
sopy | ok | Cancel

Figure 84: Adding a Benefit Accumulator

Accumulators

Accumulatar X 5 Reference Date ——————
Posting Basis | weekly =l & Hire (" Fiscal ' Other
Start Date [03/01/2002 FRI 03/01/2002 FRI
Give | 0,00 after [0 =] months from hire date.
tamuri Bl Dl 5 Straight Category hours Minimum M asimum Masimum M aximum
Yeal Month  One time hours calculation needed allowed Cally Over total
1=
I-|
Add | Edit | [UElete |
QK | LCancel |

Figure 85: Benefit Accumulators

The Accumulators dialog box contains the following information:
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Setting Definition

Accumulator Select the category for this rule. Only the
categories that have been selected for
benefit entitlement will display in this drop-
down box.

To select a category for benefit entitlement,
edit the Category in Configure, Categories

and check the Post to benefit entitlement
box. For more information, see Categories,

page 37.
Posting Basis Select how often you want benefits to be
posted. The options are:
o Weekly
e Biweekly
e Semimonthly
e Monthly
e Annually

The benefits are posted at the end of the
posting period.

Start Date Pick the date for the policy to take effect.
Pick a date in the past so that the defined
rules can be met for all current employees.

Reference Date This date indicates the rollover or reset date
for employee benefits. The options are:

e Hire: this benefit resets on the
employee's individual hire date (set
in Employee Maintenance).

e Fiscal: this benefit resets on the
employee's individual fiscal date (set
in Employee Maintenance).

e Other: this benefit resets on this date
for all employees. For example,

January 1.
Give XX after X This setting enables you to grant a lump sum
months from hire benefit a certain number of months from the

employees hire date. For example, "Give 40
hours after 6 months from hire date" to
automatically give an employee a week's
vacation on his/her six-month anniversary.
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Accumulator Details

Year

Month

One Time

Straight Given
Hours (at end)

Hours from
Categories to
sum X

Minimum Hours
Needed

This section displays the details for
accumulating or accruing the category
selected. There can be multiple accumulator
details for one category.

The Accumulator section displays the rules
for details already added. To display the
entry screen for an Accumulator, click the
Add button.

This is a required field. Enter the number of
years of service after which this rule takes
effect. To have the rule start immediately,
select 0. Works in conjunction with the
months.

This is a required field. Enter the number of
months of service after which this rule takes
effect. To have the rule start immediately,
select 0. Works in conjunction with the
years.

This setting allows you to grant a one-time
benefit of this category. This field is optional.

For example, you might want to give a
"length of service" bonus of 40 hours on the
employee's anniversary, in addition to their
regular accruals. This benefit occurs only
once: it does not recur each year.

This setting allows you to enter a set number
of hours granted at the end of the Posting
Basis period (weekly, biweekly, etc.) This
field is optional

For example, to grant 8 hours of time per
month, you would choose Monthly for the
Posting Basis and enter 8 in this box.

This setting allows you to enter the fraction of
benefits earned for hours worked and/or
paid. TA100 Pro will calculate the number of
hours paid of the categories selected in the
Categories to Sum section of the Benefit
Accrual dialog box. It will multiply the number
of hours paid by the number entered here to
calculate the available benefits, as follows:

Category Hours X Factor = Accrued Benefit

Enter the minimum hours required to be
worked in the Posting Basis period for the
employee to be eligible for any benefits
accrual.

For example, this could be used to pay
benefits only if the employee works more
than 30 hours per week.
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Enter the maximum hours that can be
accumulated for this category during the
Posting Basis period.

Maximum Hours
Allowed

This is used to keep employees who work
lots of hours from accruing more benefits
than they are entitled to.

Enter the number of hours the employee can
carry forward into the next benefit year (on
the Reference Date). For no carry over ("use
it or lose it"), enter 0.

Maximum Annual
Carry Over

Enter the maximum number of hours the
employee is allowed to accrue during the
benefit year.

Maximum Total
Benefit Hours

For example, this could be used to "cap”
accruals at a maximum amount.

Add a Benefit Accruals Policy

1. Click the Daily Operations menu, Benefit Accruals, Configure. The
Configure Benefit Accrual dialog box will open.

2. Click the Add button to add a new Benefit Accruals policy. The General tab
will become available.

Configure Benefit Accrual

Gereral |

1
ANNUAL ACCRUAL

AMNUAL ACCRUAL =

WEEKLY ACCRUAL

2 Listed
Cikode. @lilEme

Code
rAccumulators

A

Code [

Name [ANNUAL ACCRUAL

IV Active

- Categories to sum

Posting Basis

Armually

Start date Reference Dat

01/0)/1330 0140 3
0170171980 0L/01/1930

Edit Delete

E

Mame

H TIOREED TTH
WAC  VACATION
SICK - PAID
PERSONAL DAY
OTHER PAID TIME
SICK - NON PAID
MILITARY LEAVE
LUNCH LUNCH
JURY DUTY
HOLIDAY
BEREAVEMENT
EREAK
ADJ  ADJUSTMENT
ABSE ABSENT

|

™ Regular
I~ Dvertime 1

|

™ Dvertime 2
I~ Dvertime 3

I= |Stawilhastives

[

Cancel

Figure 86: Adding a new Benefit Accruals policy

3. Fillin the Code and Name fields as described in the Configuring Benefit

Accruals section.

4. Click the Add button to display the Accumulator dialog box.
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Accumulators

Accumulator . ) Reference Date
= - PostingBasiz[weeky =] & 'Hie (" Fiscal O Other
—— = Start Dt [0570772002 | FRI [z FAl

Give [ 0.00 after [0 =] months from hire date.

Accumulator Details Straight Category hours Minimum  Masimum Mazimum  Mazimum
Year Month  One time hours calculation needed allowed CalTy over total
=
-]
sd | Eq | oeee |
oK | LCancel |
Tt T

Figure 87: Adding a new Benefit Accrual Accumulator

5. Fill in the settings as described in the Configure Benefit Accumulators
section.

6. Click the Add button to display the Accumulator Details dialog box.

I
S
Accumulator Reference Date
| | Posting Basis ['weskly -| | & Hie " Fiscal © Other
;| Toomevmoonet T
: Posted Weekly ire date,
Accumnulator Details Year Mornth Maximum Masimum
Yeal Month  One lime At ,__Im = m = Caly over total
e RS er |

One time given hours I—DDD

Shaight given hours [at end)] lw
Hours fram categories to sum # lw
Minimum hours resded [ oon
Maximurn hours allowed 0.00

M aximum annual cary over I—EIEIU
Masimum total berefithours [ 9aa0.a9

oK I Cancel I

: oK | LCancel |

Figure 88:Adding Accumulator Details
7. Fillin the Accumulator Detail settings as described in the Configure Benefit
Accumulators section.
8. Click OK to accept the details and return to the Accumulator screen.
9. Repeat steps 6 through 8 for each unique accumulator details needed.

10. Click OK to accept the Accumulator and return to the Benefit Accruals
screen.

11. Repeat steps 4 through 10 for each unique Accumulator (Category) needed.

12. Click OK to commit the changes and close the Configure Benefit Accruals
dialog box.

13. Click Close to exit the Configure Benefit Accruals dialog box.
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Edit a Benefit Accruals Policy

1.

Click the Daily Operations menu, Benefit Accruals, Configure. The
Configure Benefit Accrual dialog box will open.

Highlight the Benefit Accrual policy you wish to edit from the list at the side of
the screen.

Click the Edit button. The General screen will become available for you to
edit the selected Benefit Accrual policy.

Edit the settings as described in the Configure Benefit Accruals section.
Once you are editing the Benefit Accrual, you can further edit the
Accumulator and Accumulator Details.

To edit the Accumulator, click the Edit button in the Accumulator section in
the center of the screen.

To edit the Accumulator Details, first click the Edit button on the Benefit
Accrual screen, then click the Edit button in the Accumulator screen.

Click OK as many times as necessary to commit the changes and return to
the Configure Benefit Accrual screen.

Click Close to exit the Configure Benefit Accrual dialog box.

Delete a Benefit Accruals policy

Benefit Accruals that are in use cannot be deleted.

1.

4.
5.

Click the Daily Operations menu, Benefit Accruals. The Configure Benefit
Accruals dialog box will open.

Highlight the Benefit Accruals policy you wish to delete from the list at the
side of the screen.

Click the Delete button. You will be prompted:

Confirmation x|

@ Are you sure you want ko delete?
Ok |

Figure 89: Deletion Confirmation

Click OK to confirm the deletion.

Click Close to exit the Configure Benefit Accruals dialog box.
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Update to Current

This command causes TA100 Pro to calculate all employees' benefit accruals up to the
current date.

1. Click the Daily Operations menu, Benefit Accruals, Update to Current.
TA100 Pro will automatically update employee benefits.

Proceszsing benefit accruals...

EMPLOYEE NUMBER 0001

Figure 90: Benefit Accruals: Update to Current
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Chapter V. Optional Modules

This section reviews the optional modules that are available with TA100 Pro. This section
includes the following:

e Bell Schedules

e Benefits Accruals

e PC Clock

e Third Party Terminals

Bell Schedules

The Bell Schedules module allows your time clock to activate a bell at specified times of day. For
example, you might have a bell ring to announce the start of a shift, break or lunch, and the end
of the day. The bell schedule is defined by the day of the week, the time of day, and the duration
of the bell. The bell schedules module can ring up to 336 bells per Time clock per week.

Each bell schedule template can contain multiple bell details. Once the Bell Schedule has been
created, you will add the individual dates and times the bells will ring. The Bell Schedule is then
downloaded to the appropriate time clocks. For more information, see Bell Schedules, page 81.

Benefit Accruals

Using Benefit Accruals, TA100 Pro can automatically calculate the available benefit time for your
employees. These calculations are based upon rules that can account for different benefit types
(vacation, sick, personal, etc.), different accrual methods, seniority rules and other factors. Benefit
time taken is automatically subtracted from the available benefits so that balances are always
accurate.

TA100 Pro allows for an unlimited number of policies so that you can accommodate different
situations within your company. Each policy contains Accumulators, which specify the Categories,
amounts and rules for earning benefits.

After the policies are created, they are assigned to appropriate employees within the company.
For more information, see Benefit Accruals, page 101.

NOTE: Benefit Accruals is an additional module added into TA100 Pro. If you did not purchase
Benefit Accruals, you will have Benefit Entitlement instead. See Benefit Entitlement: Configure,
page 132.

PC Clock

PC Clock is an optional module that may be installed on anyone’s workstation and allows
employees to clock in and out for the day, to and from lunch, and to and from breaks from their
workstation. Employees may also use PC Clock to transfer departments and change their own
passwords. PC Clock makes it easy to gather time from thousands of users in every corner of
your enterprise, either across the building or across the country. PC Time Clock is perfect in
situations where hardware data collection systems can't be cost-justified, or where hardware time
clocks don't match into your organization's environment. For more information, see PC Clock,
page 198.
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Third Party Terminals

Third Party Terminals is an optional module that allows the use of Biometric Hand Readers, ATS
series clocks, and biometric fingerprint readers. For more information see, Hand Readers, page
212, and see ATS, page 209.
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Chapter VI Additional Employee Features

This section reviews how to use the additional Employee Feature of the PC Clock, which is
available with the TA100 Pro.

PC Clock

PC Clock is an application that allows employees to punch In and Out, punch for Lunches and
Breaks, and Transfer Departments from their PC. PC Clock offers employees access to several
useful tools in an easy to use environment. Each task employees can perform with PC Clock is
one or two mouse clicks away.

NOTE: Itis recommended that a facilitator go over the information available in this chapter with
employees.

Accessing PC Clock
e Click the Start menu, Programs, TA100 Pro, and PC Clock

Default Settings to Use PC Clock

PC Clock - Time America, Inc.

041 2/02 01:02:32 FPhd

ENTER BADGE |

FURCTION KEY'S
Enter Department

Out For Lunch
Cash Tips

In From Lunch
Out For Break

In From Break

Claze |

Figure 91: PC Clock

1. The PC Clock window contains the following information:

Setting Definition
PC Clock Screen Displays the date and time, and what
information PC Clock is prompting you for.
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Function Keys

“1" Key
“2" Key
“3" Key
“4” Key
“5” Key
“6" Key
“7" Key
“8" Key
“9" Key
In Key
“0" Key
Out Key
Clear Key
Back Key
Enter Key

Close Button

Default Clock In

Displays the number keys and the prompts
that they will ask for.

This key is undefined.

This key is undefined.

This key is undefined.

Click this key to punch Out for Lunch.
Click this key to report Cash Tips.
Click this key to punch In from Lunch.
Click this key to punch Out for Break.
This key is undefined.

Click this key to punch In from Break.
Click this key to punch In.

Click this key to enter the Department
transfer.

Click this key to punch Out.

Click this key to Clear the transaction.
Click this key to backspace one character.

Confirms an entry.

Click this button Close PC Clock.

1. Navigate to PC Clock.

o > DN

Default Clock Out

Enter Badge number.
Click the Enter key.
Click the In key.

Click OK to confirm transaction.

1. Navigate to PC Clock.

A WD

Enter Badge number.
Click the Enter key.
Click the Out key.
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5.

Click OK to confirm transaction.

Default Clock Out for Lunch

1.

o g M w N

Navigate to PC Clock.
Enter Badge number.
Click the Enter key.
Click the “4” key.
Click the Enter key.

Click OK to confirm transaction.

Default Clock In from Lunch

o > 0D

Navigate to PC Clock.
Enter Badge number.
Click the Enter key.
Click the “6” key.

Click OK to confirm transaction.

Default Transfer Department

1.

N o ok~ D

Navigate to PC Clock.

Enter Badge number.

Click the Enter key.

Click the “0” key.

Enter the Department number
Click the Enter key.

Click OK to confirm transaction.
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Chapter VII Employee Maintenance

This section covers the concepts and tasks for managing employee information. It

includes information on adding employees, editing employee information, and managing

employee schedules and assignments. It also contains links to the Timecard editing
sections of this manual.

Configure Employee

The Configure Employee window contains all information relating to your employees, including
contact, schedule, and time sheet data. All of the tabs in the window are described in this chapter,

however, some of the tabs (such as the Timecard and Transactions) have additional tasks
associated with them and have been given their own sections in this manual.

There are two ways to access the Configure Employee window: by menu or by tool button. Both
methods are described below.

Click the Daily Operations menu, Employee or click the Maintenance

b

button J

Configure Employee

00001

Washington,Caral
Active

Diwision | ALL d

on the toolbar. The Configure Employee window will open.

Timeoaid | Scheduls | Transsctons | Stetus | Bensits | Messages | wages | Badgss | 114 | Detai |

Date Dop Cat  Stat  Stgp Lopoiici]  Feg Omt
1Z2/13/02 Fri WORK :0l 1 .
12/16/02 Mon WORK O0&:587 16:03 1

072 073  Unpaid Dollar 5 2

8.00 - - - 1.00
12717702 Tue WORK O0&:58 16:05 1 8.00 - - - 1.00
Group [ALL ~ M 12/18/02 Wed 15:56 1 . . . . .
1z/15/02 Thu WORK 07:06 l6:06 1 8.00 . . . 1.00
<< Priot I 12/20/02 Fri 07:02 1 . .
00002 Baines, Peter
00003 Anderson, Frank
00004 Jones, Diavid
00005 Sith, John
Ao processing Show Schedule| _Forecasting Approve Pay Perods back [0 =3 =l
From 12/19/2002 t012/22/2002
12/08/2002 ] 12/10/2002] 12/11/2002 ] 12/12/2002 [ 12/13/2002] 12/14/2002 [ 12/15/2002] Totals |
[Fea 0.00 .00 0.00 500 0oo] 300
o1l 0 .00, 0.0 0.00] 0.00]
T2 0] on on o.00|
oT3 0] o) oo 0.00|
| | [urpaid | ] oo 400
5 Listed ollar 0] o) [T YT
& Number " Hame

[¥ Shew Inactives

Hepiocess | pddTrans | EctiaddStart | EdiaddStep | bubiple Miss. | From Seieciie |

Deite |
Piint Cinse

Figure 92: Configure Employee
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Employee List

The Employee List window contains a list of the employees in the database. Sorting options are

also available as described below:

00003

Anderson,.Frank
Template

Division IALL e
Group IALL -
<% Biior i

Anderson, Frank nooaz: [
Baines, Peter 0000z
Jones, David 00004
Smith, John 0000
Washington, Caral 00007

5 Listed
 Number Name
™ Show Inactives

Find Fmployee

SEARCH BY
() Code O Last name () Badge

Figure 93: Employee List section

Setting

Definition

Selected Employee

Division

Group

Previous button

Find button

Next button

Number

Name

Show Inactives

Displays the employee name and number of the
selected employee.

Select a Division to only view employees assigned to
that Division.

Select a Group to only view employees assigned to
that Group.

Press this button to go to an individual who is
previous on the list.

Press this button to search for a name by code, last
name or badge number.

Enter in the appropriate name, code or badge number
when the dialog box appears.

Press this button to go to an individual who is next on
the list.

Select this option to have the employees sort by
employee number.

Select this option to have the employees sort by
employee name.

Select this option to have inactive employees
viewable in the Employee List
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Employee Timecard (Description) Tab

The Timecard tab displays the employee's timesheet information.

NOTE: Tasks associated with the Timecard, such as editing and adding punches, are covered in
their own chapter. See Timecard and Transaction Maintenance, page 152.

1. Navigate to the Configure Employee window.

2. When you first enter the Configure Employee window, the Timecard tab is
selected automatically and contains the following information:

Configure Employee

00001
Washingten,Carol
Active

Division | ALL &
Group | 2.1 [ "

I

il

00003 And

00004 Jones, David
00005 Smith, John

Date Cat

Day

07/16/03 Wed WORK

07/17/03 Thu
07718703 Fri WORK
07/21/03 Hon WORK
07/22/03 Tae

Timeoard | Schedule | Transactions | Status | Benefts | Messages | wages | Badges | i | Detai |

071 073 Unpaid

Start 072 Dollar & #

Department

1.00
1.00

07:00 1 .
07:00 1§:00 1 2.00 1.00
08:00 15:30 1 7.50

0g:00 1 .

5 Listed
@ Number ' Mame

Buta processing Show Schedule| Forecasting | Appiove [ Pay Petids back [0 =] [ Ken ] =
From 07/14/2003 ta 07/27/2003
D7/ 1572005 | G/ 672008 ] 0717 72008 07 87200 | T A1/ | T2 02 0] Tals
8 0 8 0 335
0 0 0 0 0 0 0
0 0 0 0 0 0 0
0 0 0 0 0 0 0
1 i 0 1 0 0 )
o 0 0 0 0 0 i
Beprocess | AddTrans | EdisaddStat | EdiacdSton | Mubpletise, | comschedie|  pelte |

[V Show Inactives

Print Close

Figure 94: Configure Employee: Timecard tab

Setting

Definition

Attendance Code

Date

Day

This field is not labeled. It displays a code to
indicate an exception regarding the entry. The
options are:

A: Indicates a system-generated absence.
This entry will display in Red.

M: Indicates a missing punch. This entry will
display in purple.

I: Indicates a work period In Progress. This
entry will display in green.

D: Indicates a default work entry was added
when the employee missed a punch (as
defined in the Policy associated with this
employee.)

F: Indicates that the entry was created when
TA100 Pro forecasted the employee's hours.
Time forecasting will display future time
transactions (based on the employee’s
current schedule) on screen and in reports.

Displays the date of the entry.

Displays a three-character code for the day of the
week of the entry.
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Setting Definition

Cat Displays the category associated with the entry (i.e.,
Work, Lunch, Break, Vacation, Sick, Absent, etc.)

Start Displays the start time of the entry (i.e., the time at
which the employee clocked in for the day, started
lunch, etc.).

Stop Displays the stop time of the entry (i.e., the time at
which the employee clocked out for the day, ended
lunch, etc.).

Department By default, this field displays the Department the

employee worked in. By clicking the Department
button in the field header, you can choose to display
the Job (if applicable). Each time you click the
button; it will toggle back and forth between the
Department and Job.

Reg. Displays the number of hours at straight time the
employee will be paid for this entry. This number is
calculated using the Start and Stop times, adjusted
according to the Rounding, Lunch and Break policies
defined in the Shift Group assigned to this
employee.

oT1 Displays the number of hours at OT1 the employee
will be paid for this entry, if any. This number is
calculated using the Start and Stop times, adjusted
according to the Rounding, Lunch and Break rules
defined in the Shift Group assigned to this
employee, as well as the Overtime rules defined in
the Policy assigned to this employee.

0T2 Displays the number of hours at OT2 the employee
will be paid for this entry, if any. This number is
calculated using the Start and Stop times, adjusted
according to the Rounding, Lunch and Break rules
defined in the Shift Group assigned to this
employee, as well as the Overtime rules defined in
the Policy assigned to this employee

OT3 Displays the number of hours at OT3 the employee
will be paid for this entry, if any. This number is
calculated using the Start and Stop times, adjusted
according to the Rounding, Lunch and Break rules
defined in the Shift Group assigned to this
employee, as well as the Overtime rules defined in
the Policy assigned to this employee

Unpaid Displays the number of unpaid hours for this entry, if
any. Unpaid lunches and breaks will be reflected in
this column, if appropriate.

Dollars Displays the amount earned for this entry.
S Displays a dot if a Supervisor has gone in to edit the
punch.
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Setting

Definition

Auto Processing

Approve /
Unapprove button

Show Schedule

Forecasting

Pay Periods back

Pay Period

Key

Date Column

Totals

Reprocess

Add Trans

Edit/Add Start

Check this box to automatically process time
transactions whenever they are added or edited.
Processing posts new and changed transactions to
the database and allows them to be displayed on all
reports. If this box is clear, you must click the
Reprocess button each time you want to update
employee transactions.

Depress this button to approve or unapprove the
selected pay period for the selected employee.

Check this box to display the employee’s scheduled
start and stop times on screen. This can be used to
help with editing when there is an absence or
missing punch.

Check this box to generate projected time
transactions. Time forecasting will display future time
transactions (based on the employee’s current
schedule) on screen and in reports.

Click the scroll arrow and choose the number of pay
periods prior to the current one you wish to view.

NOTE: Although you may view prior pay periods,
only editable pay periods may be changed. This is
determined by the Number of Editable Pay
Periods in Configure Main Company dialog box, and
the Block Prior Pay Periods setting for the current
user.

Displays the starting date and the ending date of the
currently selected pay period.

Displays the attendance codes which show in the
first column.

Displays totals for each day in the pay period.

The Totals column displays the totals for the
currently selected pay period.

Click this button to update employee transactions.
Processing posts new and changed transactions to
the database and allows them to be displayed on all
reports.

NOTE: If Auto Processing is checked, you will not
need to use this button each time a transaction is
changed.

Click this button to add a transaction (punch) for the
employee. For more information on this feature, see
Adding and Editing Transactions, page 154.

Click this button to add or edit a Starting transaction
(such as a Clock In for day or Start Lunch) for the
employee. For more information on this feature, see
Edit/Add Start, page 158.
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Setting

Definition

Edit/Add Stop

Multiple Misc.

From Schedule

Delete

Employee Schedule Tab

The Schedule tab displays and allows you to edit the employee's schedule.

Click this button to add or edit an Ending transaction
(such as a Clock Out for day or End Lunch) for the
employee. For more information on this feature, see
Edit/Add Stop, page 158.

Click this button to add multiple or duplicated
Miscellaneous transactions. This can be used to
enter a vacation that lasts several days, etc. For
more information on this feature, see Multiple
Miscellaneous, page 159.

Click this button to auto-fill a work day based on the
employee's schedule. For more information on this
feature, see From Schedule, page 161.

Click this button to delete a transaction. For more
information on this feature, see Delete a
Transaction, page 161.

Configure Employee Schedules

1. Navigate to the Configure Employee window. See Configure Employee,

page 115.

2. Click the Schedule tab to select. The tab contains the following information:

Configure Employee

00001 Timecard | Schedule | Transactions || Status || Benefits || Messages | Wages | Badges Dretail
Washington,Carol -
A 2004 Sunday Monday Tuesday | Wednesday| Thursdayp Friday Saturday |E]
December 26 27 28 24 30 1l January 1
Division | ALL 5 07001500 | 07001500 | 0F00-1500 | OFO0-1S00 | O700-1500 0700-1500 0700-1500
G o = 0om 0o oom oom o001 0001 oom
p— NOME NONE HOME HONE HONE NONE HONE
a00 800 8200 8200 8200

00002 Baines. Petar
00003 Anderson, Frank
00004 Jones, David
00005 Smith, John
00006 James, Monroe

E Listed

00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00

2 3 4 t E 7 a
07001500 0700-1500 07001500 OF00-1500 0700-1500 0700-1500 0700-1500
0o 00ocr 0o o001 o001 0001 oocr

MNOME E MOME MONE MONE MNONE MOME

WOM
Wwesk |[C]work [#]Wwork 8.00 |[]'work .00 [¥]work 8.00 [ work 8.00 [¥]'work 8.00  []'work
0000 -00:00 | 00:00 -00:00 | 00.00 -00:00 | 00.00-00.00 || | 00.00 -00.00 1 00:00-00.00 0000 -00.00

g 10 " 1z 13 14 15
0700-1500 07001500 0700-1500 OF00-1500 0700-1500 0700-1500 0700-1500
1 0o Ly oo 0001 oo
NOHE NOHE MONE HONE HONE NONE HONE
a00 200 800 8.00 8.00

00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00

[ Use as atemplate

[] Update Back Fri [ Update Forward Fii
Mote: The system will automatically update schedules [use check boxes above for manual update)

(& Number () Name (
Show Inactives

Capy ] [ Botate ] [MultipleMisc.] [ Delete ]

Figure 95: Configure Employee: Schedule tab
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Setting

Definition

Calendar

Date

Shift

Department

Job

Work

Override

Template

Update Back

Update Forward

Copy Button

The calendar will display three weeks at a time. The
currently selected week will display in white, the
previous and following week display in yellow. The
current week will also have a field where you can edit
the entire week. For more information on this feature,
see the Edit Entire Week section.

The Schedule calendar can display either work Shift
information, or Job Costing information (which Job,
Step, Operation, and Task the employee is scheduled
to work). You can switch back and forth easily. For
more information on this feature, see the Schedule
Details section.

Displays the date.

Displays the Shift selected for that particular day.

NOTE: Before a shift is assigned the system will
default the shift assignment to a floater shift.

Displays the Department number for that particular
day.

Displays the Job number for that particular day.

Check this box to indicates whether or not the
employee is scheduled to work that day, and how
many paid hours are forecasted.

Enter the start and stop schedule change time for
rounding rule purposes only.

Check this box to make this employee's schedule a
template. This will enable you to copy this employee's
schedule for other employees. For more information
on this feature, see Create an Employee Schedule
Template, page 122.

Check this box to update previous weeks' schedule
data. Also enter the date to which you wish to update.
For more information on this feature, see Assign or
Edit an Employee Schedule, page 122.

Check this box to update following weeks' schedule
data. Also enter the date to which you wish to update.
For more information on this feature, see Assign or
Edit an Employee Schedule, page 122.

Click this button to copy a previously defined
schedule template to this employee. For more
information on this feature, see Copy an Employee
Schedule Template, page 126.
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Setting Definition

Rotate Button Click this button define a rotating schedule for this
employee. For more information on this feature, see
Create a Rotating Schedule, page 124.

Multiple Misc. Click this button to add multiple or duplicated

Button Miscellaneous transactions. This can be used to
enter a vacation that lasts several days, see Multiple
Miscellaneous, page 159.

Delete This option opens the Delete Assignments screen.
Here you can remove assignments, All Before a Date
or All After a Date.

Assign or Edit an Employee Schedule

The processes for assigning a schedule for the first time and for editing the schedule assignment
are the same. As part of this process, you will select a Shift, Department, Job, Step, Operation,
and Task (as appropriate) for the employee.

1. Navigate to the Schedule tab of the Configure Employee window. See
Configure Employee Schedules, page 120.

2. Navigate to the week you wish the schedule to start by using the scroll bar on
the right side of the screen.

3. Click Edit Entire Week and/or Shift area on Sunday of the selected week.

Configure Employee

00001 Timecard | Schedule | Transactions || Status || Benefits | Messages || Wages || Badges Detail
Washington,Carel -
Active 2004 Sunday Monday Tuesday | Wednesday | Thursday Friday Saturday |E]
December 26 27 28 29 30 il January 1
Division | 2LL b 07001500 | 07001500 | 0700-1500 | 07001500 | 07001500 | 0700-1500 0700-1500
3 o = 0001 0001 000t 000t 0om 0om 0001
— NONE NONE NOME NONE NOME NOME NOME
800 800 a0o0 a0o a0o

00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | 00:00-00:00 | O0:00-00:00 | 00:00-00:00

2 3 4 5 E 7 g
00002 Anderson, Frark 0700-1500 0700-1500 0700-1500 0700-1500 07001500 07001500 0700-1500
00004 Jones, Diavid W i 0001 0001 0001 0001 0o 0ocr ]

00005 Smith, Johr

NOME NOME NONWE NOME NOME NOME
aik [#]whark 800 | [¥]work 800 [7] Work 8.00 | [#] Work 8.00 [¥]Work 8.00 | []work
00:00-00:00 ' 00:00-00:00 " 00:00-00:00  00:00-00:00  00:00-00:00  00:00-00:00 @ 00.00-00:00

g 10 il 12 13 14 15
0700-1500 0700-1500 0700-1500 0700-1500 07001500 07001500 0700-1500
] 0001 0001 0o oo ]

MNONE NONE NONE MNONE MNOMNE MNOME NONE
Edit Entire Week 00:00-00:00 | 00:00 -uugzu?ln 00:00 -ungzu?ln 00:00 -m]E:guDuD 00:00 -nuButtllD 10:00 -uuauttllD 00:00-00:00 ®
X [ Use as a template
S h | ft area & [JUpdate Back Fri [] Update Forward Fri
6 Listed Mote: The spstem will automatically update schedules (use check boxes above for manual update)
@ Number ) Name [ Cow | [ Rotste | [MubpleMisc. | [ Delete |

Show Inactives

Figure 96: Adding/Editing a Schedule Shift

4. If you clicked Edit Entire Week, the Schedules Detail for the Week dialog box
will open.

5. If you clicked in the Shift area, the Schedule Details dialog box will open.
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{ Schedule Details for 01/02/2005 ‘Y

+ Schedule details for the week of 01/23/2005 - 01/29/2005

Sunday el Monday [z Tuesdw (22 Wednesdaw (2] Thuesdsy [22] Fidw (22 S sty 0000 08:00 1200 1800 24:00
Shit Shit S Shit Shit Shit i wwwwwwwwwww i \\\\\\\\\\\ i \\\\\\\\\\\ i ........... i
- - 1 e v - 1 . - 3
Start - Stoo e lant - $400 time Slan - $1op teve Start - Stow tm L Hart - S100 time Slan - Slop tee Stant - Stoo tm i Department
00 08 00 0 0 0000 80 0800 00 00 00 00 00 00 00000 80 0000 00 00
0001 Customer Service v
[ sk Clwod. (m [ Wk Clwod. [Cwerk Job

Dnpatment Diepuartemmed Depuartrrmd Dpatment Diepariemmet Deguartrrmnd TOME 3

- HOHE - Heate - HOHE - HOHE - Heatz - HEHE - [ Update the rest of this wesk

Figure 97: Schedule Details for the Week and Schedule Details

6. Highlight from the settings as appropriate:

Setting Definition

Shift Select a pre-defined Shift for this employee.
Start/Stop Enter the start and stop schedule change time for
Override rounding rule purposes only.

Graphic Use the graphic timeline to define the start and stop
Override schedule change time for rounding rule purposes only.
Work Check this box to indicate whether or not the

employee is scheduled to work that day, and how
many paid hours are forecasted.

Department Select a pre-defined Department for this employee.
(Optional)
Job Select a pre-defined Job for this employee. (Optional)

Update Rest of Check this box to update the rest of the current week
Week with these settings. (Recommended)

7. Click OK to commit the changes and return to the Schedule screen. The Shift
and Department information selected will display.

NOTE: TA100 Pro automatically keeps the schedule current for three months
into the future, so you needn't update manually unless you are making a
change that should apply to dates that have already been updated.

8. Check the Work box of each day of the week the employee is scheduled to
work.

9. If you are editing the schedule and wish these changes to apply into the
future, click the Update Forward box or Update Back box.

10. Click Apply to save the changes and update Forward (if selected for editing).

Delete a Schedule

1. Navigate to the Schedule tab of the Configure Employee window. See
Configure Employee Schedules, page 120.

2. Click the Delete button. You will be prompted:
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Delete Assignments

Al After Date

Date [05/25/2002) [Saturday

0K | Cancel

Figure 98: Deletion Confirmation

3. Fillin the settings as appropriate:

Setting Definition

All Before Date Select this option to delete schedules
leading up to a certain date.

All After Date Select this option to delete schedules
occurring after a certain date.

Date Enter the date to consider when deleting the
schedules.

4. Click OK. You will be prompted again:

| Confirm Delete ?

5. Click OK to confirm the deletion.

Create a Rotating Schedule

Rotating schedules allow you to accommodate employees who work schedules that have a
pattern other than a weekly cycle. You can specify the number of days in the rotation and
what time period the rotation begins.

Rotating Schedule Example

Jane Doe works every other Saturday. She happens to work this coming Saturday, and
will be off the next Saturday.

To configure this you would modify her schedule so that Work is checked for this
Saturday, but not the next Saturday. The Start Date for the Rotation would be the
beginning of the current week, and the number of days in the cycle would be 14.

1. Navigate to the Schedule tab of the Configure Employee window. See
Configure Employee Schedules, page 120.
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2. Click the Rotate button. The Apply Rotating Schedule dialog box will open.

{ Apply a Rotating Schedule ko i x|

[V Activate a rotating schedule for this Employes:

 DEFINE ROTATION

Start date [12/73/2002 Fii
Daps in rotation | 7

 APPLY ROTATION

Start date [12/20/2002 Fri

™ Include Job Cost information

ak. LCancel

Figure 99: Apply Rotating Schedule

3. Fillin the settings as appropriate:

Setting Definition
Activate a Check this box to enable a rotating schedule for the
rotating selected employee.

schedule for

. TIP: You can "remove" a rotating schedule that has
this Employee

already been set simply by un-checking this box.

Define Rotation  These settings define the pattern for rotation

Start Date Enter the date TA100 Pro should start with to determine
the rotation pattern.
Days in Enter the number of days in the rotation pattern.
Rotation

Apply Rotation  These settings determine when the rotating schedule will
take effect.

Start Date Enter the date on which the rotating schedule should
take effect.

4. Click OK to commit the changes and return to the Schedule screen.

Create an Employee Schedule Template

An employee's schedule can be saved as template so that it can be copied to other
employees. This is a convenient way of duplicating an unusual work pattern or rotation so
that you don't have to reinvent the wheel each time.

NOTE: However, any changes that are made to the schedule that was copied will apply
to all schedules that are base on that template.

The Copy Schedule feature allows you to copy a previously defined Template. This step
is the first step in copying a schedule.

1. Navigate to the Schedule tab of the Configure Employee window. See
Configure Employee Schedules, page 120.
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2. Check the Template box. The Define Template dialog box will open.

Define Template

¥ Usze Employee 00007 a3 a template

Template Mame  [Mon-Fri 7 to 4

Ok | LCancel

Figure 100: Employee Schedule Template

Check the Use Employee as template box.

4. Enter a name for this template. Try to make it as descriptive as possible and
avoid using employee names, as it may be difficult to remember what type of
schedule the employee has.

5. Click OK to commit the changes and return to the Schedule screen.

Copy an Employee Schedule Template

The Copy Schedule feature allows you to copy a previously defined Employee Schedule
Template. See Create an Employee Schedule Template.

1. Navigate to the Schedule tab of the Configure Employee window. See
Configure Employee Schedules, page 120.

2. Click the Copy button. The Schedule Copy Details dialog box will open.

Schedule Copy Details
COPY SCHEDULE FROM Employes 00001

Dizplay |

WHAT TO COPY
IV Shift Infa [¥ Job
[v wiork
[v Department
DEFIME COPY
Copy from selected Employes & Copy farever
starting on [12/20/2002 Fii  stoppingon  [12720/2002  Fi
Copy to selected  Employes " statingon  hire date

(¥ statingon  [12/20/2002 Fri

ok LCancel |

Figure 101: Copy Schedule Details

3. Fillin the settings as appropriate:

Setting Definition
Code Displays the code of the available Template.
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Setting

Definition

Template Name

Display

What to Copy

Shift Info

Work

Department

Job

Define Copy

Copy From

Starting On

Copy forever

Stop On

Copy to

Starting on
hire date

Starting on
date

4. Click OK to commit the changes and return to the Schedule screen.

Displays the name of the available Template.
Click this button to display the details of the
selected Template.

These settings define what will be copied.
Check this box to copy scheduled starting and
stopping times.

Check this box to copy which days are selected
for Work.

Check this box to copy the Department
assignments.

Check this box to copy the Job assignments.

These settings define when the template will be
copied.

These settings define the date range that will
be copied from.

Enter the date from which you wish to copy
forward.

Select this option to copy the selected template
from the Starting on point forward forever.

Select the option to copy only up to a certain
date. Enter the date in the space provided.

These settings define the date range that will
be copied to.

Select this option to "paste" the copied
schedule starting from the employee's hire date
forward.

Select this option to "paste” the copied
schedule from a user-defined date forward.
Enter the date in the space provided.
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Employee Transactions Tab

The Transaction tab displays the individual punches for the employee

NOTE: Tasks associated with the Transactions tab, such as editing and adding punches, are

covered in their own section. See Timecard and Transaction Maintenance, page 152.

Description

1. Navigate to the Configure Employee window. See Configure Employee,

page 115.

2. Click the Transactions tab to display the following information:

Configure Employee

Timecard | Schedule :Tfﬂ”-?ac“m’\s | Status I Benefits | Mesages | w'ages | Badges | A | Detail |

Smith,John
Active. Template Day Date Time Key Prompt Clack. Badae *
032002 g - CLOCHED I
Division | ALL = Mom 12/09/2002 09:§5:57 0 ENTER DEPARTHENT 00l 0000%
Gowp[ir = Mom 12/09/2002 15:57:53  § CLOCKED 0UT 00l 00005
Tue 12/10/2002 06:55:37  * CLOCKED IN 00l ©0000S
Tue 12/10/2002 07:40:24 0  ENTER DEPARTHMENT 00l ©0000S
“_'D”WIM Hest 2> Tue 1271072002 11:38:238 0 ENTER DEPARTMENT 001 00005
00001 “wiashington, Caral = Tue 12/10/200Z 15:53:53 & CLOCKED 0UT 001 0o00S
Wed 12/11/200Z 07:03:08  * CLOCKED IN 001 0o00s
ggggg gages‘ Pef " Wed 12/11/2002 16:06:26  § CLOCKED 0UT 001 0o00s
= BB Tha 12/12/2002 06:55:39  * CLOCKED IN ool 00008
00004 Jores, David Thu 12/12/2002 16:02:07  # CLOCKED OUT 001 oooos
Fri 12/13/2002 06:53:23  * CLOCKED IN 00l 00005
Fri 12/13/2002 16:00:25  § CLOCKED 0UT 00l ©0000S
Mom 12/16/2002 06:57:53  * CLOCKED IN 00l ©0000S
Mon 12/16/200Z2 15:59:45 £ CLOCKED 00T o001 oooos
i S T e P AL ill
3
December 2002
SUPERYISOR PROMPT INPUT
Badge CLOCKED IN
Marne:
Date
LI Timne
5 Listed
& Number € Name add | E& | peme |
[V Show Inactives
Print Close

Figure 102: Configure Employee: Transaction tab

Setting Definition

Day Displays the day of the transaction.

Date Displays the date of the transaction.

Time Displays the actual time of the transaction.

Key Displays the time clock function key pressed to
generate the transaction. (i.e., * for Clock In for
day, etc.)

Prompt Displays the function prompt for the transaction.

Clock Displays the number of the clock at which the
transaction was recorded.

NOTE: No clock number will display if the
transaction was entered by a supervisor through
the TA100 Pro software.

Badge Displays the employee's badge number used for

this transaction.
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Setting

Definition

Supervisor

Prompt

Input

Add/Edit/Delete

Employee Status Tab

The Status tab displays the employee's current work status with the company

Configure Employee Status

page 115.

Configure Employee

This field shows audit trail information, and
displays the name and number of the supervisor
who edited this transaction, if any.

Displays the function prompt for the transaction.

Displays any additional data entered with the
transaction, such as a Department number, the
number of pieces produced, etc.

For more information on adding, editing and
deleting transactions, see Adding and Editing
Transactions, page 154, and Deleting
Transactions, page 161.

2. Click the Status tab to display the following information:

00005 Timecard | Schedule | Transactions Stalugl Benefits | Messages I Wages | Badges I (e | Detail I

Smith,John

Active Template

Divigion | ALL 'I
Group |ALL VI

<< Prior Find Hent s>
00007 ‘Washington, Carol &

00002 Baines, Peter
00003 Anderson, Frank
00004 Jones, David
00005 Srith, Jokin

STATUS

Date Fulicies Active Fulltime Permanent
11/zz/2002 001 TES TES TES =]

[-|
[

5 Ligted
& Number  © Name add | Es | peee |
¥ Show Inactives

Erint LCloze I

Figure 103: Configure Employee: Status tab

Setting Definition
Date Enter the effective date of the status.
Policies Select the Policy to be assigned to this employee.
Active Select whether the employee is Active or Inactive

as of the effective date.

1. Navigate to the Configure Employee window. See Configure Employee,
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Setting Definition
Fulltime Select whether the employee is Full Time or Part
Time as of the effective date.

Permanent Select whether the employee is a Permanent or
Temporary employee as of the effective date.

Add Employee Status

When an employee changes Status, it is recommended that you add a new Status entry
rather than editing the existing Status. This enables you to keep a history of Status
changes throughout the employee's work history.

1. Navigate to the Status tab of the Configure Employee window.

2. Click the Add button to add a new Status. The Status Maintenance dialog
box will open:

Status Maintenance

Date  [NEIMPENNE Friday
—STATUS
& Active & Full Time % Permanent
£ |nactive " Part Time " Temporary
— Policies
Jool  sTanDaRD Pav RULES =
ok LCancel

Figure 104: Adding a new Status

3. Fillin the settings as appropriate:

Setting Definition

Date Enter the date that this Status change becomes
effective.

Active/lnactive Choose whether the employee is Active or Inactive

as of the selected date.

Active indicates that the employee is currently
working for the company.

Inactive indicates that the employee is not
currently working for the company, perhaps
because of a leave of absence or termination.

Full Time/Part Time Choose whether the employee is Full Time or Part
Time as of the selected date.

Permanent/Temporary Choose whether the employee is Permanent or
Temporary as of the selected date.

Policies Select the Policy that will apply to this employee as
of the effective date.

4. Click OK to commit the changes and return to the Status screen. The new
Status will be added to the list.
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Edit Employee Status

If you choose to edit the Employee's Status, the changes will be retroactive to the
effective date of the original status entry. Because of this, when an employee changes
Status, it is recommended that you add a new Status entry rather than editing the existing
Status. This enables you to keep a history of Status changes throughout the employee's
work history.

1. Navigate to the Status tab of the Configure Employee window. See
Configure Employee Status, page 129.

Highlight the Status entry you wish to edit.

3. Click the Edit button. The Status Maintenance screen will become available
for you to edit.

Edit the settings as described in the Add Employee Status section.

Click OK to commit the changes and return to the Status screen.

Delete Employee Status

You may wish to delete a Status entry that has been added in error. One Status entry
must always exist, thus you will not be able to delete if there is only one Status entry.

1. Navigate to the Status tab of the Configure Employee window. See
Configure Employee Status, page 129.

2. Highlight the Status you wish to delete.
3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are you sure you want ko delete?
Ok |

Figure 105: Deletion Confirmation

4. Click OK to confirm the deletion and return to the Status screen.
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Employee Benefits Tab

The Benefits tab reflects the selected employee's current benefit balances. The information and
options on this tab will be slightly different if you have purchased Benefit Accruals than with
Benefit Entitlement. Both options are described below: Benefit Entitlement is first, followed by

Benefit Accruals.

Benefit Entitlement: Configure

1. Navigate to the Configure Employee window. See Configure Employee,

page 115.

2. Click the Benefits tab to display the following information:

Configure Employee

00001

Washington,Carol

Timecard | Schedule | Transactions | Status :Benefits | M

;;as | Wages | Badges | R | Detail |

Active Template

| Fiscal Date 11/22/2002

Hire Date 1172242000 758 Days of Service |

Division IAU-L bl
Group IALL -

Code

Ehilr
[vac

<< Prior Find Mest >
0oag on, Carol

00003 Anderson, Frank
00004 Jones, David
00005 Smith, John

Diegcription Allowed  Taken Pending Left Count  Carry date

A TL ) ce 0o 0 / 0z
VACATION 40.00 0.00 o.o00 40.00 0 11/2z/z002

[ -| [ /|
5 Listed
& Number ¢ Mame Update Details
I¥ Sho Inastives
FPrint Close

Figure 106: Configure Employee: Benefits tab

Setting

Definition

Fiscal Date

Hire Date

Days of Service

Code

Description

Given

Taken

Displays the employee's Fiscal Date (set on the
Detail tab), for information purposes.

Displays the employee's Hire Date (set on the
Detail tab), for information purposes.

Displays the number of Days of Service the
employee has, for information purposes.

Displays the category code of the benefit (i.e., VAC,
SICK, etc.).

Displays the category name of the benefit (i.e.,
Vacation, Sick, etc.)

Displays the number of hours the employee has
been granted through Benefit Entitlement.

Displays the number of hours of the benefit the
employee has already taken. This number is
calculated from the Miscellaneous entries on the
employee's time card.
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Setting Definition

Pending Displays the number of hours of the benefit the
employee will take in the future (within the current
pay period).

Left Displays the number of hours left. This is calculated

by subtracting the Taken and Pending amounts
from the Allowed, as follows:

Left = Given - (Taken + Pending)

Count Displays the number of individual days on which the
benefit time was taken or is pending.

Details Click this button to display the individual entitlement
transactions for this employee.

Benefit Entitlement: Employee Benefit Details
1. Navigate to the Benefits tab of the Configure Employee window.
2. Highlight the benefit Category you wish to view.

3. Click the Details button. The Benefit Details screen for the selected Category
will open.

Benefit Details for VAC

Amount allowed m

Amount  Archived Category

Delete | 1] | LCaneel |

Figure 107: Benefit Entitlement Details

4. The Benefit Details dialog box contains the following information:

Setting Definition

Day Displays the day on which the time was taken.
Date Displays the date on which the time was taken.
Time Displays the time at which the time was taken.
Amount Displays the number of hours taken.

Archived Indicates whether these transactions are in a data

set that has already been archived. (For more
information on Archiving, see Archive, page 243).

Category Displays the category of time taken.
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Benefit Entitlement: Grant Benefit Time

With Benefit Entitlement, you manually enter the amount of hours given for each Benefit
Category. This is a one-time entry.

1. Navigate to the Benefits tab of the Configure Employee window.
2. Highlight the benefit Category you wish to grant.

3. Click the Details button. The Benefit Details screen for the selected Category
will open.

Benefit Details for HOL i
Amount allowed m

Day Date Time Amount  Archived Category

Dol | ot | canes |

Figure 108: Benefit Details

4. Enter the amount of time you wish to grant in the Amount Allowed box.

Click OK to commit the change and return to the Benefits screen.

Benefit Entitlement: Delete a Detail

1. Navigate to the Benefits tab of the Configure Employee window.
Click the Details button. The Benefit Details screen will display.
Highlight the item you wish to delete.

A WD

Click the Delete button. You will be prompted:

Confirmation x|

@ Are you sure you want ko delete?
Ok |

Figure 109: Deletion Confirmation

5. Click OK to confirm the deletion.
6. Click OK to confirm the Archive message.

7. Click Close to return to the Benefits screen.

© June 2005 Time America, Inc. 134



TA100 Pro Manual

Benefit Accruals: Configure

1. Navigate to the Configure Employee window. See Configure Employee,
page 115.

2. Click the Benefits tab to display the following information:

Configure Employee

0001

Associate. Test
Template

Timecard | Schedule | Transactions | Status

| Messages | Wages | Badges | 11:s | Desai |

| Fiscal Date 05/21/1938

Hire Date  06/08/1338 1408 Days of Service |

Code Description Bllowed  Taken Pending Left Count  Cary date
e es iprpe prpoon N R 0o g oo 0-0g 0
Dunavay, Fas o042 SICK SICK - PAID 0.00 0.00 0.00 0.00 0 0l/01/2002
Redford, Robert 0053 VAC  WACATION 14687 0.00 0.00 14667 0 067082001
fayne, John 0023

4 Listed |
e ot | g |
FPrint. Lloze
Figure 110: Configure Employee: Benefits tab
Setting Definition
Fiscal Date Displays the employee's Fiscal Date (set on the
Detail tab), for information purposes.

Hire Date Displays the employee's Hire Date (set on the Detail

Days of Service

Code

Description

Allowed

Taken

Pending

Left

tab), for information purposes.

Displays the number of Days of Service the
employee has, for information purposes.

Displays the category code of the benefit (i.e., VAC,
SICK, etc.).

Displays the category name of the benefit (i.e.,
Vacation, Sick, etc.)

Displays the number of hours the employee has
either been granted or earned. This number is based
on the Benefit Accrual settings (if applicable) or can
be manually edited to grant Benefit Entitlement.

Displays the number of hours of the benefit the
employee has already taken. This number is
calculated from the Miscellaneous entries on the
employee's time card.

Displays the number of hours of the benefit the
employee will take in the future (within the current
pay period).

Displays the number of hours left. This is calculated
by subtracting the Taken and Pending amounts
from the Allowed, as follows:

Left = Allowed - (Taken + Pending)
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Setting Definition
Count Displays the number of individual days on which the
benefit time was taken or is pending.

Carry Date Displays the date on which the benefits will roll over,
also known as the Reference Date or Reset Date.

Update Click this button to update the benefit calculations to
the current day for this employee.

Details Click this button to display the individual accrual or
entitlement transactions for this employee. For more
information, see Benefit Accruals, page 101.

Benefit Accruals: Update Employee Benefits

TA100 Pro will automatically update employee benefit accruals to the current day.
However, if you make a change the Benefit Accrual rule assigned to the employee, or
change the settings of the rule, you may wish to "force" TA100 Pro to update.

1. Navigate to the Benefits tab of the Configure Employee window. See Benefit
Accruals: Configure, page 135.

2. Click the Update button. This employee's benefits will update and the screen
will refresh.

Benefit Accruals: Employee Benefit Details

It is possible to view a detailed schedule of how much benefit time the employee has
earned and when it was posted.

1. Navigate to the Benefits tab of the Configure Employee window. See Benefit
Accruals: Configure, page 135.

2. Click the Details button. The Benefit Details screen will display.

e e e e e e

Details for Washington,Carol 00001 {¥AC)

P R S EE S S

u so0: . .
Wed 08/zz/2001 00:00:0Z  -8.000000 104.000000 VAC
Tue 08/21/2001 00:00:02  -8.000000 112.000000 WVAC
Mon 0140172001 00:00:01 120.000000 120000000 WVAC

[-|
¥ Show Accrued Adjustments Erint.

Dekle | Manualadi | mes= |

Figure 111: Benefit Details

3. The Benefit Details dialog box contains the following information:
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Setting Definition

Day Displays the day on which the time was posted or
taken.

Date Displays the date on which the time was posted or
taken.

Time Displays the time at which the time was posted or
taken.

Amount Displays the number of hours posted or taken.

Balance Displays the running balance after the transaction.

Category Displays the Category of the benefit time.

Type Displays what type of benefit transaction it was.

Bonus Hours indicates time earned or accrued.
Misc. Entry Indicates time taken.

Hours Adj. Indicates a manual adjustment.
Balance Adj. Indicates a Balance Adjustment

Archived Indicates whether these transactions are in a data
set that has already been archived. (For more
information on Archiving, see Archive, page 243).

Show Accrued Check this box to display the adjustments that have

Adjustments been made to accrued Benefits.

Manual Adj. Click this button to make a manual adjustment. For

Button more information see Manual Benefit Adjustment,
page 137.

4. Click OK to close the Benefit Details screen.

Benefit Accruals: Manual Benefit Adjustment

It is possible to make manual adjustments to an employee's Benefit Entitlement. These
adjustments can be additions or deductions to the employee's available benefits. You can
also use this feature to zero out the employee's balance, called a balance adjustment.

1. Navigate to the Benefits tab of the Configure Employee window. See Benefit
Accruals: Configure, page 135.

2. Click the Details button. The Benefit Details screen will display.
3. Click the Manual Adj. Button. The Manual Adjustment dialog box will open.
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Benefit Details fe

/0L ZC ol 0000000 0 SICE  Carxy Dver
sat 01/01/2000 00:00:00 0.000000 0.000000 SICK Carry Over no
Fri 01/01/195% 00:00:00 0.000000 0.000000 SICK Carry Over uo

Manual Adivstment
Date [EERENE] SUM  Time[i7 :[51:[57

Type of Adjustment
" Balance @ Give Haurs

0.000000
oK. Cancel

¥ Show Accrued Adjustments Frint

Delete H LCloze

Figure 112: Manual Benefit Adjustment

4. Fillin the settings as appropriate:

Setting Definition
Date Enter the Date on which the adjustment
should be posted.

Time Enter the time at which the adjustment
should be posted.

Type Select the type of adjustment to be made.

Given: Grants the employee the number of
hours entered in the Amount field.

Balance: Adjusts the employee's Allowed
field value to cause the current Left balance
to reflect the number of hours entered in the
Amount field. For example, if the Employee
had taken 40 hours already and you wanted
their balance to reflect 40 hours left, TA100
Pro would adjust the Allowed to 80 (80
Allowed — 40 Taken = 40 Left).

Amount  Enter the amount of the adjustment. This
number can be positive (for an addition) or
negative (for a deduction).

5. Click OK to commit the changes and return to the Benefit Details screen.

6. Click Close to return to the Benefits screen.

Benefits Accrual: Delete a Manual Adjustment

1. Navigate to the Benefits tab of the Configure Employee window. See Benefit
Accruals: Configure, page 135.

2. Click the Details button. The Benefit Details screen will display.
Highlight the Adjustment you wish to delete.
Click the Delete button. You will be prompted:
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Confirmation x|

@ Are you sure you want ko delete?

Figure 113: Deletion Confirmation

5. Click OK to confirm the deletion.

6. Click Close to return to the Benefits screen.

Employee Messages Tab

The Messages tab allows you to create a customized message that will display when this
employee punches at the clock

Configure

1. Navigate to the Configure Employee window. See Configure Employee,
page 115.

2. Click the Messages tab to display the following information:

Configure Employee

00001 Timecard | Schedule | Transactions I Status I Benefits M ages I Badges | ity I Detail I
Washington,Carol MESSAGES ASSIGNED
Active Template
.. Clock 10 Message
Diison [112 = T
Group IALL 'I
<< Prior Find I et »

00001 Washington, Carol [
00002 Baines, Peter
00003 Anderson, Frank

00004 Jones, David
00005 Smith, Jokn

|
=l
5 Ligted
& Mumber € Name Mcocks | ald | e | pees |
¥ Show Inactives
Figure 114: Configure Employee: Messages tab
Setting Definition
Clock Id Displays the number of the clock at which this
message will display.
Message Displays the message. The message can be up to

20 characters and the default is the employee's first
initial and last name.

All Clocks This opens the All Clocks dialog box. Here you can
Button create a message, and assign it to all available
clocks.
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Add a Message

You can send a message to each clock individually, or to all clocks that the employee

uses.

To a Single Clock

1.

5.

To All Clocks
1.

Navigate to the Configure Employee window. See Configure Employee,
page 115.

Click the Add button to add a new message to send to an individual clock.
The Message Assignment dialog box will open.

Message Assignment

CLOCKS
’V Clock Code 901  Dews TASZOL =l

MESSAGE
|' [ iDefault message to Employee name

Meszage |F‘ Baines

ak. LCancel

Figure 115: Adding a new Message

Select the clock to which this message should be sent.

Enter the message you wish to send. Up to 20 characters may be entered.
Or check the Default message to Employee name to send the employee's
First Initial and Last Name.

Click OK to commit the changes and return to the Messages screen.

Navigate to the Configure Employee window. See Configure Employee,
page 115.

Click the All Clocks button to add a new message to all clocks this
employee uses. The Message Assignment dialog box will open.

All Clocks

MESSAGE

[ iDefault message ta Employee name:

Message |

Ok | LCancel

Figure 116: Add a Message to All Clocks

Enter the message you wish to send. Up to 20 characters may be entered.
Or check the Default message to Employee name to send the employee's
First Initial and Last Name.

Click OK to commit the changes and return to the Messages screen.
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Edit a Message

1. Navigate to the Configure Employee window. See Configure Employee,
page 115.

Highlight the Message you wish to edit.
Click the Edit button.

Edit the settings as described in the Add a Message section.

a > wn

Click OK to commit the changes and return to the Messages screen.

Delete a Message

1. Navigate to the Configure Employee window. See Configure Employee,
page 115.

Highlight the Message you wish to delete.
3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are you sure you want ko delete?
Ok |

Figure 117: Deletion Confirmation

4. Click OK to confirm the deletion.

Employee Wages

The Wages tab specifies the FLSA status (exempt or non-exempt) and pay rate(s) for the
employee. For non-exempt employees, wages can either be Global or associated with the
Department or Job on which the employee works. All options are described in the following
sections.

Configure Employee Wages

1. Navigate to the Configure Employee window. See Configure Employee,
page 115.

2. Click the Wages tab to display the following information:
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Configure Employee

01231 Timecard I Schedule | Transactions | Status I Benefits | Messages E_W.@S.¢§§| Badges I R | Deetail |
Siddons,Kim
Active
Divkion [451 El (O MOWEXEMPT — | (O EXEMPT
Group IIU-L 'I ™ Use a global wage
Report Hours from
<< Prior Find I et s> I — Lo |
00007 “washington, Carol & sl
DDDN2 Baines, Peter cheled
00003 Anderson, Frank
00004 J . David .
or!esJ o LI Altendance Clocking
= = 1% | Baired Funching
Siddons, Ki .
Add Edit Delete 1 Ol
= Mever
Department Jioby
[~ |Ray Oivertime
LI Loply | Lance| |
E Listed
& Number " Name
[v Show Inactives

FPrint Close I
Figure 118: Configure Employee: Wages tab
Setting Definition
Non-Exempt Check this option to indicate that the employee is
Non-Exempt.
Use Global Check this option to assign the employee a fixed
Wage standard wage regardless of which department or job

he/she works for. If un-checked the employee will
earn a different wage based on the department or job
they work in.

For more information see the Department or Job
buttons in this section.

Department Click this button to set a wage that applies whenever
the employee works for a particular Department. This
can be used to pay different rates when the employee
performs different functions.

Job Click this button to set a wage that applies whenever
the employee works for a particular Job. This can be
used to pay different rates when the employee
performs different functions.

Exempt Check this option to indicate the employee is Exempt.

Report Hours  TA100 Pro can report exempt employees' hours either
From from actual punches or from their schedule,
regardless of their punches.

Check Actual to have TA100 Pro report the hours as
they are punched at the clock.

Check Schedule to have TA100 Pro report hours
from the employee's schedule. The Attendance
Clocking settings will become available when this
option is checked and need to be configured
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Setting

Definition

Attendance
Clocking

Pay Overtime

Add a Global Wage

These settings become available when the Report
Hours From Schedule option is checked.

Check Paired Punching to indicate that the
employee should punch In and Out, but TA100 Pro
will ignore the actual times of the punches and report
the scheduled times and duration.

Check In Only to indicate that the employee only
needs to punch In each day and TA100 Pro will report
the scheduled times and duration.

Check None to indicate that TA100 Pro should
automatically report the scheduled times and duration
without the employee having to punch at all.

Check this option to make the employee eligible for
overtime, based on the Policy to which the employee
is assigned.

1. Navigate to the Wages tab of the Configure Employee window. See
Configure Employee Wages, page 141.

2. Select the Non-Exempt option.

Check the Use Global Wage option.
4. Click the Add button to add a new Global Wage. The Wage Details dialog

box will open.

Wage Details

Ok | LCancel |

Figure 119: Adding Global Wage

5. Enter the date on which this wage takes effect.

6. Enter the amount of the hourly wage.

7. Click OK to commit the changes and return to the Wages screen.

Edit a Global Wage

1. Navigate to the Wages tab of the Configure Employee window. See
Configure Employee Wages, page 141.

2. Highlight the wage you wish to edit

Click the Edit button. The Wage Details dialog box will open.

4. Enter the amount of the hourly wage.
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5. Click OK to commit the changes and return to the Wages screen.

Delete a Global Wage
1. Navigate to the Wages tab of the Configure Employee window. See

Configure Employee Wages, page 141.

2. Highlight the wage you wish to delete.
3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are you sure vou want to delete?
k. |

Figure 120: Deletion Confirmation

4. Click OK to confirm the deletion.

Add an Employee Level Wage

Employee Level Wages specify the wage the employee makes when working for a
specific Department, Job, Step, Operation or Task. In this section, Level refers to the
Department, Job, Step, Operation, or Task, as appropriate. The procedure is the same
regardless of which level you are defining, thus they are all described together.

Navigate to the Wages tab of the Configure Employee window. See
Configure Employee Wages, page 141.

Select the Non-Exempt option.

Click the Department or Job button, depending upon choice. The Level
Wage Details dialog box will open.

P As defined under configure IM wage
B e . ¥ Use hourly wage  11.0000 0.0000
3 DProagramming Serviece I e 1.0000 0.0000
Default for dug 1901
’V|2 Sales
E
HO U I’|y Wag e Sunday Monday Tuesday wednesday Thursday Friday Saturday
*| Augla'ol Aug 20'01 Aug 2101 Aug 22'01 Aug 2301 Aug 24 '01 Aug 2501 |+
11.0000 [ 110000 [ 110000 [ 410000 [ 110000 [ 110000 [ 11.0000
fooon | ooooo | ooooo | oooon | ooooo | ooooo | doood
i Aug 2607 Aug 2701 Aug 28'01 Aug 2901 Aug 3007 Aug 31071 Sep1'01
Piece Rate [ troooo [ ttoooo [ toooo [ Tioooo [ itomoo [ o000 [ 110000
[ oooo [ ooooo [ ooooo [T oooos [ ooooo [ ooooo [ 00000
Sep2'01 Sep3'01 Sepd'0l Sep 501 Sep 6'01 Sep 7'01 SepB'01
[~ 1ioooo [ itoooo [ itooon | dtooon | iioooo | 1ioooo | 110000
o [_0wwon [omm [awm [Taww [T om0 [T oo [T e 5y
LClose

Figure 121: Adding a new Level Wage

The Level Wage Details dialog box contains the following information:
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Setting Definition

Item This field will be pre-populated with the
Departments and Jobs defined in the system.
Select the item you wish to configure.

Use Hourly The value for this option is defined in the

Wage Configure Department or Job dialog box. It will
be checked and will reflect the pre-defined wage
if the Use Hourly Wage setting is checked in
the Department or Job dialog box for this item.

Use Piece Rate  The value for this option is defined in the
Configure Department or Job dialog box. It will
be checked and will reflect the pre-defined wage
if the Use Piece Rate setting is checked in the
Department or Job dialog box for this item.

Calendar The calendar is used both to enter the wage
amount and to indicate the effective date of the
wage. Wages will auto fill from the date entered
forward. Always enter the wage on the date,
which you wish it to take effect.

Hourly Wage  The Hourly amount field is the top field in the
calendar. Enter the wage on the date, which it
becomes effective.

Piece Rate The Piece Rate amount field is the lower field in
Wage the calendar. Enter the wage on the date on
which it becomes effective.

5. Click Close to commit the changes and return to the Wages screen.

Edit an Employee Level Wage

1. Navigate to the Wages tab of the Configure Employee window. See
Configure Employee Wages, page 141.

2. Select the Non-Exempt option.

Click the Department or Job button, depending upon choice. The Level
Wage Details dialog box will open.

4. Edit the settings as described in the Add an Employee Level Wage section.

Click Close to commit the changes and return to the Wages screen.

Employee Badges Tab
The Badges dialog box is used to assign the employee's badge number.
Configure Employee Badges

1. Navigate to the Configure Employee window. See Configure Employee,
page 115.

2. Click the Badges tab to display the following information:
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Configure Employee

01231 Timeeard | Schedule | Transactions | Status | Benefits | MESSag' wiages (Baged) | e | Dot |

Siddons,Kim BADGES A5SIGNED
Active
Number Vialid
Division | +LL H [T v
Group | ALL B

00001 ‘Washington, Carol -+

00002 Baines, Peter

00003 Anderson, Frank

00004 Jones, David

00005 Smith, John
i

(01231 Siddons. Kim

=
=
B Listed
& Number " Name s | Edt | Dol |
[¥ Show Inactives
FErirt Close
Figure 122: Employee Maintenance: Badges tab
Setting Definition
Number Displays the badge number assigned to the
employee.
Valid Indicates whether or not the badge is valid

and can be used by this employee. When
an employee is assigned another badge,
make the original badge invalid so that this
employee cannot use it any longer.

Add a Badge

1. Navigate to the Badges tab of the Configure Employee window. See
Configure Employee Badges, page 145.

2. Click the Add button to add a new Badge. The Assign Badge dialog box will
open.

Assign Badge

Badge Murmber |

[V Walid

{14 | LCancel |

Figure 123: Adding a new Badge

3. Enter the Badge number you wish to assign to this employee and press Tab.
4. Check the Valid box to indicate this badge is in use.

5. Click OK to commit the changes and return to the Badges screen.
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Edit a Badge

It is possible to edit a Badge in order to make it Invalid for this employee (cannot be used
by this employee to punch). The badge number cannot be changed. If you need to
change a badge number, it is best to make the old badge number inactive or delete it,
and add a new one.

1. Navigate to the Badges tab of the Configure Employee window. See
Configure Employee Badges, page 145.

2. Click the Edit button. The Assign Badge dialog box will open.
3. Uncheck the Valid box to make the Badge invalid.

4. Click OK to commit the changes and return to the Badges screen.

Delete a Badge

1. Navigate to the Badges tab of the Configure Employee window. See
Configure Employee Badges, page 145.

2. Highlight the Badge you wish to delete.
3. Click the Delete button. You will be prompted:

Confirmation X

@ Are you sure you want ko delete?
Ok |

Figure 124: Deletion Confirmation

4. Click OK to confirm the deletion and return to the Badges screen.

Employee Details Tab

The Details tab manages the employee's personnel settings. New employees are also added
from this tab.

Configure Employee Details

1. Navigate to the Configure Employee window. See Configure Employee,
page 115.

2. Click the Details tab to display the following information:
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Configure Employee

00003
Anderson,Frank
Active

Division | 2LL i
Group | 201 hd

<& Prion Fitd liest>>
000071 “washington, Caral |4

00002 Baines, Peter
00003 Anderson. Frank
00004 Jones, David
00005 Smith, John

5 Listed
& Humber € Wame
I Shau Inactives

Timezad | Schedula | Transactions | Statis | Beneis || Messages | wages | Badges | | Detai

Number [T0005
ssn

Last name: [anderson

Bith date | / /

Fiist name: [Frark.
Address [
Address |

City |

ZpCode [ stas[ | PhenefT] -
Hire date: [17722/2002 | Acciue this month - Fiscal [T172272002
I~ Use Alteinate Hire date for Benefits [77707 71500
License | Userd |

Users |
Userd |

Wi [

Spouse |

License2 |

Division [ 0000 {Enter Comeny Naue Hers) |

Group [ 001 Time America, Inc. Product: =]

Aoomal e | NO ACCRUAL RULE DEFINED S|

™ Use PE Clock

ADP e rumber [ 000000 ADP shift rumber [~

Comments

Bpply ok | canesl |

Figure 125: Configure Employee: Details tab

Setting

Definition

Number

Social Security
Birth date
Last Name
First Name
Middle Initial
Address
City

Zip

State

Phone

Hire Date

Accrue this
month

This is a required field. Enter a code (from 2 to 10
characters in length) to identify the employee. The
code’s maximum length and type (numeric or
alphanumeric) are defined in the System
Defaults dialog box in Company Setup. Numeric
fields are zero filled.

NOTE: Once saved, the employee code cannot
be modified, except through Utilities.

Enter the employee’s social security number.
Enter the employee's birth date (if desired).
Enter the employee's last name.

Enter the employee's first name.

Enter the employee’s middle initial.

Enter the employee's address. Two lines are
available.

Enter the employee's City.

Enter the employee's Zip code.
Enter the employee's State.

Enter the employee's phone number.
Enter the employee's hire date.

Check this box if benefits should accrue during
the first month of employment.
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Setting Definition

Fiscal Date Enter the date on which this employee's or your
company's fiscal year starts. This date can be
used as the Reference Date on which benefits

carry over.
Use Alternative Use this date to override the Hire Date field as the
Hire Date for date an employee’s benefits should begin.
benefits
User-Defined There are six user-defined fields. Enter
fields information as desired.

For more information see Configure Main
Company, page 28.

Division Select the pre-defined Division to which the
employee belongs.

Group Select the pre-defined Group to which the
employee belongs.

Accrual Rule Select the pre-defined Benefits Accrual rule that
applies to this employee.

Use PC Clock Check this block to allow permissions for the PC
Clock

Picture TA100 Pro allows you to display the employee's
picture. Click the Browse button to select a
picture.

NOTE: The picture must be in Bitmap (.bmp)
format and stored in the Images folder under the
GENPRO install directory.

NOTE: 150 x 150 pixels

Add an Employee

TA100 Pro uses an Add Employee wizard to walk you through the steps of adding a new
employee. Once you have completed the Detail screen, additional screens will open, one
after another, until all the settings for the employee are complete.

1. Navigate to the Detail tab of the Configure Employee window. See
Configure Employee Details, page 147.

2. Click the Add button to add a new Employee. The Detail tab will become
available.

Fill in the settings as described in the Configure Employees Details section.
Click OK to commit the changes and continue to the next screen.
The Status dialog box will open. See Employee Status, page 129.

When all settings are complete, click Close to continue to the next screen.

N o o bk~ w

The Assignment Start Date dialog box will open. Choose the date on which
you want the employee's schedule to start.
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10.

11.

12.

13.

14.

15.

16.

17.

18.
19.

Assignment Start Date

& Today © Other

Start Azzignments on |12£2DH2DD2 Friday

Lontinue |

Figure 126: Assignment Start Date

When all settings are complete, click the Continue button to advance to the
next screen.

The Schedule dialog box will open. See Employee Schedule, page 120.

When all settings are complete, click the OK button to advance to the next
screen.

The Message Assignment dialog box will open. See Employee Messages,
page 139.

When all settings are complete, click the Close button to advance to the next
screen.

The Wage Assignment dialog box will open. See Employee Wages, page
141.

When all settings are complete, click the OK button to advance to the next
screen.

The Badge Assignment dialog box will open. See Employee Badges, page
145.

When all settings are complete, click the Close button to advance to the next
screen.

When all settings are complete, click the OK button to advance to the next
screen.

You will be returned to the Detail tab of the Configure Employee window.

Click Close to exit the Configure Employee dialog box.

Edit an Employee

1.
2.
3.

Navigate to the Detail tab of the Configure Employee window.
Highlight the Employee you wish to edit from the list at the side of the screen.

Click the Edit button. The Detail screen will become available for you to edit
the selected Employee.

Edit the settings as described in the Configure Employee section.

Click OK to commit the changes and return to the Configure Employee
screen.

Click Close to exit the Configure Employee dialog box.
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Delete an Employee

Deleting an employee deletes all of the data relating to that employee throughout the
database, including time records.

NOTE: This can cause inaccurate reporting. You cannot undo a delete.
1. Navigate to the Detail tab of the Configure Employee window.

2. Highlight the Employee you wish to delete from the list at the side of the
screen.

3. Click the Delete button. You will be prompted:

Confirmation x|

@ Are you sure vou want to delete?
k. |

Figure 127: Deletion Confirmation

4. Click OK to confirm the deletion.
5. Click Close to exit the Configure Employees dialog box.
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Chapter VIII Timecard and Transaction Maintenance

This section describes the concepts and tasks associated with managing employee time
records, including editing and adding time entries.

Online Timecard

The Online Timecard allows you to view, add, edit and delete employee time entries. The

Timecard can be accessed from two locations: the Configure Employee dialog box and the
Approval Editor.

NOTE: There are slight differences between the Online Timecard tab of the Configure Employee

screen and the Online Timecard screen accessed from the Approval Editor. The Online Timecard
from the Approval Editor:

o Displays the Attendance Code flags next to the punches.
e Does not provide a way to switch to the Transactions screen.
e Does not offer a Multiple Miscellaneous button.

e Does not print exceptions in different colors.

Accessing the Online Timecard from the Configure Employee Screen

1. Click the Daily Operations menu, Employee. The Configure Employee
dialog box will open.

2. The Timecard tab will be selected automatically.

Configure Employee
00001 Tineca | Seheduls | Transactions | Status | Bensfie | Messsges | Wages | Badges | 1 | Detai |
Washington,Carel p Department o171

Aclive OHE  07:00 16:00 1

Unpaid

072 073

Dollar S _*

0 /03 Mon 10 _ _
07/15/03 Tue UORE 07:00 16:00 1 .00 . . . 1.00
Division | ALL 'I 07/16/03 Wed WORK 07:00 1:00 1 g.00 . o o 1.00
Emuplh M 0717703 Thu 07:00 1 5 5 5 5 5
07/18/03 Fri UORE 07:00 16:00 1 .00 . . . 1.00
e Fird | Mexts> 07/21/03 Mon UORE 03:00 15:30 1 7.50

I 07/22/03 Tue 08:00 1

00002 Anderson, Frank
00004 Jones, David
00005 Smith, John

Ata processing Show Scheduie|_Foreeasting || Appove | Pay Periods back [0 =] =l
From 07./14/2003 to 07/27/2003
07 A16/2003 | 07/A17/2003 | OF18/2003 | [7/19/2003 | 07./20/20) Total
] 2.0 0 3350
0.0 0 0 .00
0.0 0 0 .00
0.0 0 0 .00
=l 1.0 i i Xili
5 Listed 0.0 0. 0. L00
& Number  © Mame
[ Show Inatives Beprocess | Add Trans | Edit/Add Start | Edit/tdd Stop | Multiple Misc. I Eromy Schedulel Delete |
Frint LClose

Figure 128: Online Timecard tab (Configure Employee)

Accessing the Online Timecard from the Approval Editor

1. Click the Daily Operations menu, Approval Editor or click on the . The
Approval Editor dialog box will open.

2. Double-click an employee's name to open to the Online Timecard window.
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Online TimeCard for 00003 Anderson,Frank I

Da

Tue

Cat

Start Sto

|
5|

02/15/02 Tue WORK 10:06 10:06 . .
0z/20/0Z Wed WORK 06:53 IR 11:53 4.88 .
02/20/02 Wad WONK 11:53 15:53 0D z.87 L.o0
0z/21/02 Thu WORK 07:01 15:58 0G 5.00 L.o0
0zf22/02 Fri WORK 06:56 15:55 0D 7.7 L.o0

M 02/2E/02 Mon 15:56 . .
0z/26/0z Tue WORK 07:06 ID 15:88 0G 7.75 L.o0
0z/27/0Z Wed WORK 06:59 16:05 g.00 L.o0

M 02/28/02 Thu 06:55 .

& 03701702 Fri

[03/01/2002  Totals [
Pay Period [02/18/2002 to [03/03/2002 Totals[ 46.75 o0.00 o0.00 0.00 &.00

Pay Perinds back I i} 'l

¥ Auto processing

I Show Schedule

From Schedule

BReprocess

fddTrans | EdvsddStan | EdisadSiop |

Delete |

Cloze

Figure 129: Online Timecard (Approval Editor)

Navigating in the Online Timecard Tab

By default, the Online Timecard screen displays the current pay period's data. There are two
easy techniques for navigating to other pay periods.

NOTE: It may not be possible to edit data in previous pay periods, depending upon your security
permissions and the number of editable pay periods settings. For more information, see Main
Company, page 28, and Configure Users, page 95.

Configure Employee

00001
Washington,Carol Date: Day Cat  Stat  Stop  Depatment| Reg 071 072 0OT3  Urpaid  Dolar 5 _%
Active 07/14/03 Mon WOIK 1 3. . _ . .
- — 07/15/03 Tue WORK 07:00 16:00 1 2.00 1.00
Division | ALL 'I 07/16/03 Wed WORK 07:00 16:00 1 2.00 1.00
anuﬂm M 07/17/02 Thu 07:00 1 . .
07/18/03 Fri WORK 07:00 16:00 1 8.00 1.00
<< Fri B et v 07/21/03 Mon WORK 08:00 15:30 1 7.50
ﬂLILI 1 07/22/03 Tue 0a:-00 1 .
ngton, Carol u
nono2 3
00003 Andersan, Frank
00004 Jones, David
00005 Smith, John
[
Auto processing  Show Schedule| Forecastng | Approve | B Praras et [T =] | Key ¥
From 07/14/2003 to07/2WR003
3] 07/15/2003] 07,/16/2003] 07/17/2003] 07/18/2003] 07/18/2002 [ 07/20/2005] Netaks
0 .00 2.00 0.00 2.00 0.00 0.00 WED
0.00 0.00 0.00 0.00 0.00 0.00 i
0.00; 0.00; 0.00; 0.00; 0.00; 0.00 000
0.00; 0.00; 0.00; 0.00; 0.00; 0.00 000
;I 1.00 1.00 0.00; 1.00 0.00; 0.00 4.00
5 Listed 0.00 0.00 0.00 0.00 0.00 0.00 000
* Number ¢ Name

¥ Show Inactives

Timecard | Schedule | Transactions I Status I Benefits | Messages | W ages | Badges | AN I Dietail |

BReprocess | Add Trans | Edil/AddSlarll Ed\l.f‘A\:IdﬁlUpI Multiple Misc. | Erom: S:hedulel

Delete I

Figure 130: Online Timecard

Print Close I

Navigation
buttons

Pay Period
selector

Navigation buttons: Click the Navigation buttons to scroll to previous and next pay
periods. The navigation button at the top of the scroll bar takes you to the previous
pay period; the button at the bottom takes you to the next pay period.

Pay Period selector: Use the spin button in the Pay Periods Back box to scroll to a
pay period a specified number of periods in the past.
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Navigating in the Transactions tab

By default, the Transactions screen displays the current month's data. There is an easy technique
for navigating to other months.

NOTE: It may not be possible to edit data in previous months, depending upon your security
permissions and the number of editable pay period settings. For more information, see Main
Company, page 28, and Configure Users, page 95.

Configure Employee

00001 Tinecaid | Schedule | Transactions | Status | Benstis | Messages | wages | Badges | 1| Datai |

Washington,Carol D Day Cal Depatiei] 0 071 072 073 Urpaid Dol S %
Active Template 12/13/02 Fri ORE G R R R .
12/16/0Z2 Mon WORK 3 - - -
Division | 11 = 1271902 Tue WOBK 05:58 15:05 1 g.00 . . . 1.00
Group 211 - m 12718702 Wed 15:86 1 R R R R R
12/15/02 Thu WORK 07:06 1&:06 1 &._00 - - - 100
<<Fiior | Find | Mext>» T 12/20/02 Fri 07:02 1 .
00001 \washington, Caol [ . .
00002 Baines, Peter Navi gation
00003 Andersan, Frank
00004 Janes, David
00005 Sith, John buttons
00002 kim,
uto processing Show Schedule | Forecasting | Approve | Pay Perods back [0 =] =l
From 12/09/2002 ta12/22/2002
T2/03/2002 | 12 072002 Z[2As200e] Tos
Feg |
Ti 0|
T2 0|
T3 0]
|| |unpaid |
BListed Dollar I I . 0 0] I
gg::ﬁj’nm{;e’:am Beprocess | AddTrans | Edivadd Stert | EdiscdStop | MukipleMise, | fromociedue| Dokt
Frint Ciase

Figure 131: Transactions screen

e Navigation buttons: Click the Navigation buttons to scroll to previous and next
months. The navigation button at the top of the scroll bar takes you to the previous
month; the button at the bottom takes you to the next month.

Adding and Editing Transactions

Adding a transaction enables you to record a time entry on behalf of an employee. For example,
you might need to add a missed Clock Out, add a lunch or break, or enter a vacation day.

Examples of transactions are:

Clocked In Punching In for the day.

Clocked Out Punching Out for the day.

Swipe and Go Swipe and go transaction.

Out For Lunch Punching Out for lunch.

In From Lunch Punching In from lunch.

Out On Break Punching Out for break.

In From Break Punching In from break.

Enter Department Transferring departments.

Enter Tips Entering tips.

Miscellaneous Miscellaneous transactions are used to add or subtract

dollars or hours, including vacation and other categories of
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time, as well as per diem, tips and other categories of
dollars.

There are several ways to add transactions. All accomplish the same end, but some are easier to
use in certain instances. All are described below.

Add Transaction

Transactions can be added from the Online Timecard or from the Transactions tab of the
Configure Employee dialog box. The method is the same in both locations.

This option for adding a transaction works best when you are going to manually enter all
elements of the transaction.

NOTE: A popup window is available to add/edit Start and Stop entries. The popup window can
be accessed by double clicking or a right click in the Start and Stop fields.

Date and Time Date and Time
01 /062005 OF:00:00 4k % | Thu 01407/2005007-00:00 &k |3 [Fri
ADDIMG Ok Cancel EDITIMG Ok Cancel

1. Navigate to the Online Timecard for the employee you wish to edit. See
Online Timecard, page 152.

Or navigate to the Transactions tab of the Configure Employee dialog box
and select the employee for whom you wish to add a transaction. See
Employee Transactions, page 128.

2. Click the Add Trans (Online Timecard) or Add (Transactions) button. The
Transaction Detail dialog box will open.

i\ Transaction Detail for 0001 Associate,Test 5]

Date and Time

04/02/2002 07 ‘0000 TUE  FUnchion [esdsla:dams)

=l =l ) Clock I 1 Demo LEZ0 d

OF. | LCancel |

Figure 132: Transaction Detail

3. The Transaction Detail dialog box contains the following information:

Setting Definition
Date Enter the date for this transaction.
Time Enter the time for the transaction.

HH:MM:SS. Enter this in military time.
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Function Select the type for this transaction. The
standard options are:

Clocked In

Clocked Out

Out for Lunch

In from Lunch

Enter Department

Swipe & Go

Miscellaneous (used for entering
absences, vacation, tips and other
categories of time and dollars). See
Add Miscellaneous Transaction.

Additional options may appear, depending
upon your company and clock configuration.

Clock Select the clock to which the transaction
should be attributed.

4. Click OK to commit the changes and return to the Online Timecard.

Add Miscellaneous Transaction

Transactions can be added from the Online Timecard or from the Transactions tab of the
Configure Employee dialog box. The method is the same in both locations.

This option for adding a transaction works best when you are going to manually enter all
elements of the transaction.

1. Navigate to the Online Timecard for the employee you wish to edit. See
Online Timecard, page 152.

Or navigate to the Transactions tab of the Configure Employee dialog box
and select the employee for whom you wish to add a transaction. See
Employee Transactions, page 128.

2. Click the Add Trans (Online Timecard) or Add (Transactions) button. The
Transaction Detail dialog box will open.

3. Select Miscellaneous from the function drop down menu, additional
information will open.

+ Transaction Detail for D001 Associate,Test E

- Date and Time

04/02/2002 07 0000 TUE  Funetion [ty Nt rete

el el e ] Clock [ 1 Demo 520 =

Mizcellaneous
IABSE AESENT (Hours) j @IRER O CInTE Sl
™ Accrue bowards avertime

Differential & p 12 3

" add "~ subtract

HH:br [00; [00 Amnount | 0.00

Ok, Cancel

Figure 133: Transaction Detail
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4. The Transaction Detail dialog box contains the following information:

Setting Definition

Date Enter the date for this transaction.

Time Enter the time for the transaction.
HH:MM:SS. Enter this in military time.

Function Select Miscellaneous for this transaction.
The Miscellaneous function is used for
entering absences, vacation, tips and other
categories of time and dollars.

Clock Select the clock to which the transaction

Miscellaneous
Information

Category

Add/Subtract

HH:MM

Amount

REG/OT1/0OT2/0T3

Accrue towards
Overtime

Differential

Prompt

Input

5. Click OK to commit the changes and return to the Online Timecard.

should be attributed.

This section will only become available when
the Miscellaneous function is selected.

Select the category for this transaction.

Select Add to add the number of hours or
dollars in the next field. Select Subtract to
deduct the number of hours or dollars in the
next field.

If an Hours category was selected, this field
will become available. Enter the number of
hours for this transaction in decimal format.

If a Dollars category was selected, this field
will become available. Enter the amount of
dollars for this transaction.

If an Hours category was selected, this field
will automatically fill in when enter the
HH:MM in the previous field.

Select the rate at which the Miscellaneous
time should be paid.

Check this box to cause the Miscellaneous
entry to count toward overtime (daily and
weekly).

Select the differential at which the
Miscellaneous time should be paid.

This section will become available if a
function requiring additional input is selected
(for example, Enter a Department).

Enter the additional input (for example, the
Department number).
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Edit a Transaction

This section describes how to use the Edit button in the Transaction tab. You can edit
transactions from either the Online Timecard or the Transactions tab of the Configure
Employee dialog box. The Online Timecard provides two buttons: Edit/Add Start and
Edit/Add Stop, which are described in the next two sections.

1. Navigate to the Transactions tab of the Configure Employee dialog box and
select the employee whose time you wish to edit. See Employee
Transactions, page 128.

2. Navigate to and select the transaction you wish to edit.
3. Click the Edit button. The Transaction Detail dialog box will open.

|l '\ Transaction Detail for 00DD1 Associate, Test

Date and Time

= nonn quy  Function|- crockEp v =l

= B Clock | 03¢ Phoenix - Main =l

OK. | Cancel |

Figure 134: Edit Transaction

4. Fillin the settings as described in the Add Transaction section.

5. Click OK to commit the changes and return to the Transactions screen.

Edit/Add Start

Edit/Add Start is available from the Online Timecard. The Edit/Add Start button opens
the Transaction Detail dialog box and automatically fills in certain fields.

e The Date fills in with the date selected in the Timecard.

e The Time fills in with the employee's scheduled Clock In time for the
selected date.

¢ The Function fills in with Clocked In.

This option is easiest when you are adding a Clock In for the day that matches or is close
to the employee's scheduled In time.

1. Navigate to the Online Timecard for the employee you wish to edit. See
Online Timecard, page 152.

Click the Edit/Add Start button. The Transaction Detail dialog box will open.
Fill in the settings as described in the Add Transaction section.

Click OK to commit the changes and return to the Online Timecard.

Edit/Add Stop

Edit/Add Stop is available from the Online Timecard. The Edit/Add Stop button opens
the Transaction Detail dialog box and automatically fills in certain fields.

e The Date fills in with the date selected in the Timecard.
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e The Time fills in with the employee's scheduled Clock Out time for the
selected date.

e« The Function fills in with Clocked Out.

This option is easiest when you are adding a Clock Out for the day that matches or is
close to the employee's scheduled Out time.

1. Navigate to the Online Timecard for the employee you wish to edit. See
Online Timecard, page 152.

2. Click the Edit/Add Stop button. The Transaction Detail dialog box will open.
Fill in the settings as described in the Add Transaction section.

4. Click OK to commit the changes and return to the Online Timecard.

Multiple Miscellaneous

The Multiple Miscellaneous button appears in the Online Time Card and allows you to
add Miscellaneous transactions on multiple days. This option is easiest when you are
adding several days of the same category, for example, for a weeklong vacation or per-
diems for a business trip.

1. Navigate to the Online Timecard for the employee you wish to edit. See
Online Timecard, page 152.

2. Click the Multiple Misc. button. The Multiple Miscellaneous Transaction
dialog box will open.

Multiple Miscellaneous Transaction

IMarch 'I I 20023:

SUM  MON  TUE ‘WED THU FRI  SAT
- Miscellaneous Information —

Time [iE :[54) [
[aEsE  ABSENT (Hours 7] 3 4 5 g 7 4 9
& add " subtract

HH:MM [00/: [00 Amount | 0.00

@ REG Cnil Conz o 17 1wl 18] a x| 2 =
™ Accrue towards overtime
Difterential 0 12 €34 2 = = 27 . = m

CECBECICBOC T

Lpply | 0K LCancel

Figure 135: Multiple Miscellaneous

3. Fill in the settings as appropriate:

Setting Definition

Time Enter the start time for this miscellaneous
transaction.

Category Select the category for this transaction.
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Add/Subtract Select Add to add the number of hours or
dollars in the next field. Select Subtract to
deduct the number of hours or dollars in the
next field.

HH: MM If an Hours category was selected, this field
will become available. Enter the number of
hours for this transaction in decimal format.

Amount If a Dollars category was selected, this field
will become available. Enter the amount of
dollars for this transaction.

If an Hours category was selected, this field
will automatically fill in when enter the
HH:MM in the previous field.

REG/OT1/0T2/0T3 Select the rate at which the Miscellaneous
time should be paid.

Accrue towards Check this box to cause the Miscellaneous

Overtime entry to count toward overtime (daily and
weekly).

Differential Select the differential at which the

Miscellaneous time should be paid.

Calendar Using the drop-down boxes at the top of the
dialog box, select the Month and Year that
contains the days for which you wish to add
the Miscellaneous transactions.

Click the dates on the calendar for which you
wish to add the transactions. The dates
selected will appear to be indented.

4. Click the Apply button. The Category code will appear on the days selected.

| IAugust j I 20m ﬁ
SUN  MOW TUE WED THU FRI  SAT
1 2 3 4

r Miscellaneous Information

Time [00 :[00 :[o0
[vac  wvacaTIon (Hourz x| 5 E 7 8 9] o] m
& add " subtract

HH:MM 08 : [30 Amaunt | 8.00

12 13 14 15 16 17 18

FIRER £0T1 €072 Ciong 13 = 2 221 23| 24| 5
[ Accrue towards cvertime WAC |WAC |waC |wal |wac
Differential (¢ g 1 2 30 4 2 27 2 ag a0 3l

CeCECTC e A

ak Lancel

Figure 136: Multiple Miscellaneous

5. Click OK to commit the changes and return to the Online Timecard.
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From Schedule

From Schedule adds a Clock In for the day and a Clock Out for the day punch, taking the
times from the employee's schedule. This is useful when the employee did not punch in
or out for the day, but worked the scheduled times.

TIP: You can check the Show Schedule option at the bottom of the Online Timecard in
order to verify the scheduled Start and Stop times prior to using this feature.

1. Navigate to the Online Timecard for the employee you wish to edit. See
Online Timecard, page 152.

2. Click the From Schedule button. TA100 Pro will automatically fill in the Start
and Stop fields with the employee's Scheduled Start and Stop times for the
day.

Delete a Transaction

You may need to delete a transaction that has been made in error. Delete carefully, as there is no
way to retrieve deleted data.

1. Navigate to the Online Timecard (see Online Timecard, page 152) or the
Transactions tab of the Configure Employee dialog box (see Employee
Transactions, page 128) and select the employee you wish to edit.

2. Navigate to the transaction you wish to delete.

3. Click the Delete button. You will be prompted with one of the following,
depending upon what you are deleting:

Confirm Delete ?

This dialog box will appear if you
= Stop v are deleting a line in the Timecard
that has both a Start and a Stop.

Confirmation x|
This dialog box will appear if you
Are you sure you want to delete? are deleting a single Start or Stop,
from either the Timecard or the

Transactions.

oK |

Audit Trails

TA100 Pro keeps track of the changes that are made to time entries. This feature is known as an
"Audit Trail." The Transactions tab of the Configure Employee dialog box displays the changes
made to a transaction, the date the change was made, and the name and number of the person
who made the change. This information can be printed for reporting purposes.
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1. Navigate to the Transactions tab of the Configure Employee window and
select the employee you wish to view.

2. Highlight the transaction for which you wish to see the Audit Trail.

3. The Audit Trail section of the screen contains the following:

SUPERYISOR
LRRARARRRNI
OPERATOR.SYSTEM
Date 08/27/2001
Time 11:00:05

Figure 137: Audit Trail

Setting Definition

Supervisor Displays the name and number of the
supervisor who edited this transaction.

Supervisor Badge Displays the badge number associated with
the Supervisor who made the edit.

Date Displays the Date on which the edit was
made.

Time Displays the Time at which the edit was
made.

Print the Audit Trails

TA100 Pro tracks all changes that are made to time entries. You may print this Audit Trail
history.

1. Navigate to the Transactions tab of the Configure Employee window and
select the employee you wish to view.

2. Highlight the transaction for which you wish to see the Audit Trail.

Click the Print button. A drop-down list of Reports associated with this
screen will appear.

Online Timecard
Schedules

Transactions 4 By Employee

Badges By Date
Wages
Profiles
Messages
&ddress
Quick
Status
Benefits
Job Cosk

Figure 138: Printing Audit Trails

4. Select Transactions, By Employee or By Date. The Print Transaction
Listing dialog box will open.
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— S—
H Print Transaction Listing

DATE RANGE

[Slaﬂ [08/2072001 Mon a [oo:oo Stop [08/27/2001 Mon at [o0: or ‘

DUTRUT TO
{F Screen I Pinter [~ Fle [ E-mai

OPTIOMS

[ [¥ Deleted ¥ Changed ¥ (S upervisar

= 0 AVAILABLE ———————

SELECTED

2dd REYHOLDS , ADELE 00047

SMITH, JOHN 00008

Add &l WASHINGTON,CAROL 00001

Bemove
Remove all
[ | -]

oK Cloze:

Figure 139: Print Transaction Listing

5. Fill in the settings as appropriate:

Setting Definition

Start Enter the starting date for the report.

At Enter the starting time for the report.

Stop Enter the ending date for the report.

At Enter the ending time for the report

Output to Select the type of report output you wish.
Screen: The report will preview on screen.
You are then able to print from the preview.
Printer: The report will be sent directly to the
printer.
File: The report will be sent to a FoxPro
report file.
Email: The report will be sent via email. (See
Emailing a Report, page 187).

Options Select which Audit Trail items you wish to

print along with the Transaction details.

Deleted: The report will display deleted
entries.

Changed: The report will display the editing
history of the transaction.

Supervisor: The report will display
transactions edited by supervisors at the
clock.
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Employees Select which employees for whom you wish
to print Transactions.

Add: Adds the selected employee to the list
of employees for the report.

Add All: Adds all employees to the list of
employees for the report.

Remove: Removes the selected employee
from the list of employees for the report.

Remove All: Removes all employees from
the list of employees for the report.

6. Click OK to commit the changes and run the report.
7. After previewing and/or printing, close the report (if necessary).

NOTE: The transaction report is color coded with red representing deleted
items and blue representing changes.

8. Click the Close button to exit the Report Settings dialog box and return to the
Transactions screen.

Approval Editor

The Approval Editor is an extremely useful tool that displays employee transactions that need
approval or editing by a supervisor. These items display in the Approval Editor by default:

e System-Generated Absences
e Missing Punches

It is also possible to edit transactions directly from the Approval Editor. Double-clicking a
transaction from the Approval Editor opens the Online Timecard, from which you can add, edit
and delete transactions normally. (See Approval Editor, page 164).

1. Click the Daily Operations menu, Approval Editor, or by clicking on

the B . The Approval Editor screen will open.

Humber e Dow  DateanaTme  Code Ressn

000002 Baires Priee Mon D61 272005 17-00:00
OO0 Aredsson Frank. Tue 0671472005 02.00.00
000004 Jones Dlavid Mon 0671372005 17.00:00
DOO00K Smith Joke Tue 061472005 02 00:00

(=) Active Emplopens () Inactive Emplopens () Al Emplopeat

Figure 140: Approval Editor
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2. The Approval Editor contains the following information:

Setting Definition

Name Displays the employee's name.

Number Displays the employee's number.

DOW Displays the day of the week on which the
item needing approval occurred.

Date Displays the date on which the item needing
approval occurred.

Time Displays the time at which the item needing
approval occurred.

Code Displays the Attendance Code for any
infractions. (i.e., IL for In Late, OG for Out
Graced, etc.).

Reason Displays the reason in color why the
transaction is displayed in the Approval
Editor

Absences Select this option to show only Absent

Missing Punches
and Other
Exceptions

All

Active Employees

Inactive Employees

All Employees

Group

Division

Exceptions needing approval.

Select this option to show only Missing
Punch Exceptions needing approval.

Select this option to show all Absent, Missing
Punches, Attendance Infractions and all
other Exceptions.

Select this option to show only Active
employees.

Select this option to show only Inactive
employees.

Select this option to show both Active and
Inactive employees.

Select this option to display a specific Group.

Select this option to display a specific
Division.

3. To edit a transaction from the Approval Editor, double-click the transaction
you wish to change.

The Online Timecard will open to display the pay period during which the
transaction took place.
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[Approval for Employee DOUDZ Baines,Peter

Tinecaid | Scheckn | Tranancsions |

8.00
ar:on .o Loan

1w or:o0 0,00 Lon

IL 04:00 B8.00 . . . i.00
06704703 VWed WORE IE 0L.00 8,50 - . - 1.00
GG/ Ths WORIE  L- 00 uiior op . on 1an
M 0606702 Fri 16100
[t provesny Shom Schedue | Approwe | Py Pt back [T = | Koy | 2]

From DE/26/20013 1nDEAIR/2003
400 0| 200 0.00] 0.00

Freprocess | dd Traru ||:a;'mgm| Eduiad Sop | bitie Mise, | caie| | pawe |

Closer

Figure 141: Online Timecard (from Approval Editor)

4. Add, edit or delete the transaction as needed. For more information on these
tasks, see Adding and Editing Transactions, page 154, and Deleting a
Transaction, page 161.

The Schedules Tab and Transaction tab will also be available to view and

edit. See Employee Schedule Tab, page 120 and the Employee

Transactions Tab, page 128.
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Status Board

The Status Board screen is a useful tool that displays the last punch for recorded for each
employee within a certain time range (for example, in the last 18 hours). This is an excellent way
to find out the current whereabouts of your employees. The data displayed in the screen is for
information purposes only and cannot be edited.

NOTE: If an employee has not punched within the time range specified no data will appear next
to his or her name.

1. Click the Daily Operations menu, Status Board. The Status Board screen
will open.

Status Board

Number | Out | Working Lunch Date and Time: Cock  Key Prompt Data Field 1 Data Field 2 A

o000z,
Q0004
Q000G
oo

<
5 Emploess Listed
Housback [12.95] @&l (O Punches (Mo Punches Group [211 cacues ~| Division [a11 prvisTons v

Figure 142: Status Board

2. The Status Board screen contains the following information:

Setting Definition

Number Displays the number of the employee.

Name Displays the name of the employee.

Out, Explains the status of the employee. Shows by
Working displaying a colored square in the appropriate

and Lunch  status box.

Date and Displays the date and time of the last punch
Time recorded.

Clock Displays the clock at which the punch occurred.
Key Displays the function key on the clock pressed.
Prompt Displays the prompt associated with the function

key pressed.

Data Displays the code for any data that the employee
was prompted to enter. For example, PRD1 for per
diem, TIP1 For tips, etc.
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Setting Definition
Hours Enter the number of hours in the past you wish
Back TA100 Pro to look for the last punch. The default is

18 hours, indicating that the Status Board screen
will show all transactions that have occurred in the
last 18 hours.

All Select this option to display all employees,
regardless of whether they have punched within the
Hours Back time range.

Punches Select this option to display only employees who
have punched within the Hours Back time range.

No Select this option to display only employees who

Punches have not punched within the Hours Back time
range.

Group Select a Group to only view employees assigned to
that Group.

Division Select a Division to only view employees assigned
to that Division.

Print Print the Status Board report.

Button

3. Click Close to exit the Status Board window.

Task Organizer

The Task Organizer is an extremely useful tool that allows the user to walk through the necessary
steps that should be performed for a specific period of time, such as Daily, Monthly, Annual,
Payroll and System Setup.

1. Click the Edit menu, Task Organizer. The Task Organizer screen will open.

Task Organizer

Daily Tasks

The checklist below will wall wou through the necessary steps that should be performed
on a daily basis.

Completed?

Draily Tasks

Poll Timne Clacks
Monthly Tasks
Fix Mizssing Punches and Absences

Arrual Tagks

Payroll Tasks
System Setup

Cloze

2. The Task Organizer screen contains the following links:

e Daily
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Monthly
Annual
Payroll
System Setup
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Chapter IX Global Commands

This section describes commands and tasks that can be performed for many employees at
once. These tasks include Global Message Assignment, Schedule Assignment and
Changes, Profile Assignment and Transaction additions.

|DEIi|';.-' Cperations Reports  Syskem Setup  Communications

E approval Edikar, ., ﬂ [I_i-
i Employee. ..
Status Eoard. ..
Message Assignment. ..
Benefit Accruals 3 Transackions. ..

Figure 143: Global Menu

Selecting Employees in Global Operation Dialog Boxes

The method of selecting employees is the same in nearly all of the Global Operation (as well as
the Report Parameter) dialog boxes. For ease of use, the technique is described here and
referenced in the instructions below.

There are four ways to select employees: Individually, Globally, by Group, and by Division.

Global Message Assignment

JOHES . DAVID 00004
REVNOLDS . ADELE 00047 Add
SHITH, JOHN 00005

WASHTHGTON, CAROL 00001 2dd all

Bemoye

Remaye all
-] El

5 Available 0Selected

Gow | Diison | peds | | oese |

Figure 144: Selecting Employees

Select Employees Individually
1. Select the Employee you wish to choose.

2. Click the Add button. The employee will appear in the Selected list on the
right.

Select Employees Globally

1. Click the Add All button. All employees will appear in the Selected list on the
right.

Select Employees by Group
1. Click the Group button. The Group Selection dialog box will open.
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Group Selection

SELECT

Frarn

Tao ICIDl Time America, Inc. Prc;l

Ok LCancel |

Figure 145: Group Selection
2. Use the drop-down to select in the From box to select the first Group you
wish to choose.

3. Use the drop-down to select in the To box to select the first Group you wish
to choose. (TIP: To choose a single group, select the same Group in both
boxes).

4. Click OK to accept the changes and return to the dialog box. All employees
in the selected Groups will appear in the Selected list on the right.

Select Employees by Division

1. Click the Division button. The Division Selection dialog box will open.

Division Selection

SELECT

A On00  AEC Widgets
To [0000 ABC Widgets =
ak. Lancel |

Figure 146: Division Selection

2. Use the drop-down to select in the From box to select the first Division you
wish to choose.

3. Use the drop-down to select in the To box to select the first Division you wish
to choose. (TIP: To choose a single Division, select the same Division in both
boxes).

4. Click OK to accept the changes and return to the dialog box. All employees
in the selected Division will appear in the Selected list on the right.

Global Message Assignment

Global Message Assignment allows you to create a customized message that will display when
employees punch at the clock. This is an easy way to send the same message to multiple
employees at once. For example, you might send a message that says "Welcome" or display the
employee's name after punching.

1. Click the Daily Operations menu, Global, Message Assignment. The
Global Message Assignment dialog box will open.
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Global Message Assignment

JONES . DAVID 00004
EEYNOLDS , ADELE 00047 Add
SMITH, JOHN 00005
WASHINGTON. CAROL 00001 Add al

Femove

[k

Femove &l

- | [

5 Available 05elected

Group | Diwision | [etails I oK | Close |

Figure 147: Global Message Assignment

Select the employee(s) to whom you wish to send the message using the
techniques described above (see Selecting Employees in Global
Operation Dialog Boxes, page 170).

Click the Details button. The Global Message Assignment Details dialog box
will open.

Global Message Assignment Details

Add
Add all

Bemoye

Remaye all
-] El

MESSAGE

[ [V Default message to Emplapee name Message

K LCancel

Figure 148: Global Message Assignment Details

Select the clock(s) to which the message should be sent by click Add to
select a single clock, or Add All to select all clocks.

Check Default message to Employee name or enter the Message you
wish to send. The Message can be up to 20 characters long (this is the
maximum number of characters that can display on the LCD panel of the
clock).

Click OK to commit the changes and return to the Global Message
Assignment dialog box.

Click OK to send the message. The message will display to employees after
it is uploaded to the clock.

Click Close to exit the dialog box.

Global Add Transaction

Global Add Transaction allows you to add a transaction of any type for multiple employees. This
can be used to clock all employees out at a certain time, enter vacation or sick time for multiple

employees, etc.

1. Click the Daily Operations menu, Global, Transactions. The Global Add

Transaction dialog box will open.
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Global Add Transaction

JONES, DAVID 00004
REYNOLDS, ADELE 00047 Add
SMITH, JOHN 00008
WASHINGTON.CAROL 00001

Add all

Bemaye
Femoye all

5§ Available 0 5elected

Gow | Dison | Puch | ok | oes |

Figure 149: Global Add Transaction

2. Select the employee(s) you wish to assign using the techniques described
above (see Selecting Employees in Global Operation Dialog Boxes, page
170).

3. Click the Punch button. The Global Add Transaction Details dialog box will
open.

Global Add Transaction Details

Date TR Monday Time [12 {52 56

Function | 0 EMTER DEPARTMENT

Clock [001  Deme TaSZOL 5|
|

- MISCELLANEDUS INFORMATION

2225 apszur = Prompt Input
@ Hows € Dollars #1 ENTERDEPARTMENT _ [T
Fadd O subliact
HH:MM 00 [0 Decimal [ 000 #2 O
REG CoOM ClOnz £z #3 | ——
I™ ficciue towards ovettine
Difterertial ¢ 0 ¢~ 1 ¢ 2 " 3004 e -
CECECT a0

oK Cancel

Figure 150: Global Add Transaction Details

4. Fill'in the settings as described in the Adding and Editing Transactions
section, page 154.

5. Click the OK button to commit the changes and return to the Global Add
Transaction dialog box.

6. Click OK again to complete the entry.
7. Click Close to exit the dialog box.
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Chapter X Reports

TA100 Pro has more than 300 available reports. In the interest of brevity, this section will
focus on the concepts and techniques associated with running reports and listings rather
than on the specifics of running every one of the reports.

Listings are atype of report that "lists" the items and settings in your TA100 Pro database.
Listings are good to print for reference information. Examples are listings of Departments,
Policies, Rounding rules, Clocks, etc.

A100 PRO - Time America Inc.
File Daily Cperations | Reparts  System Setup  Communications  Help

Period Reports..,

Weekly Reports. ..

Daily Reports, ..
Payrall Exports. ..

Liskings. ..

Location

Figure 151: Reports Menu

Important Information on Printing Reports

TA100 Pro prints reports to the printer that is currently defined for the program under File, Print.
By default, this is the same as the Windows default printer. If you wish to choose a different
printer, you must make the change prior to running the report, as the Report Print command
sends the report directly to the printer without prompting you to choose a printer.

The following instructions describe how to change your TA100 Pro printer.

Configure Printer

1. Click the File menu, Print. The Print Setup dialog box will open.
Print Setup llll

r~ Printer

Name: WWPLUTDMYHP Laser)et 5000 M PCL B Properties
Status: Ready

Type: HF Lagerlet 5000 Series PCL B

Wwhere:  10.0.0.109

Comment:

 Paper Qrigntation
Size: Letter 2 % Porrait
Source: | Auto Select hd " Landscape
Network.. Cancel |

Figure 152: Print Setup

2. Using the Name drop-down box, select the pre-defined printer to which you
wish to print.
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3. Click OK to commit the changes and exit the dialog box. The TA100 Pro
printer will be changed and reports will now print to it.

Running a Report

The basics of running reports are the same from report to report. Some reports may prompt for
additional information that is particular to that specific report, but most have standard settings.

The Reports are organized into categories to make them easier to find. The categories are:
e Period: Timecards, Who's Scheduled, Coverage, and other Period oriented reports.
o Weekly: Weekly Hours, Attendance, Approaching Overtime, Weekly oriented reports.
e Daily: Who's in, Who's not in, Daily Hours, and other Daily oriented reports.
e Payroll Exports: Runs the Payroll Export.
e Listings: Lists and setup definitions for your TA100 Pro configuration.

Most reports can be run by Range (allowing you to select a range of items or employees) or
Individual (allowing you to selecting individual employees or groups of employees). Both methods
are described below.

Running a Report by Range

1. Click the Reports button to display the report categories.

2. Select the category in which you wish to search. The Select Report list for
that category will appear.

Reports and Listings Selection

- Selection

Time Card [One Line]

0
g \[’;’:I:k'y Tirme Card [Dne Line TA200)
Time Card [Categon Summary)
" Payrall Exports Time Card [Dept]
1~ Listings Time Card [Dept. Surmary)
Hours
Shift Summary
Who's Scheduled
Coverage
Employes \Wage

Emplovee wage with Category =

" Ranges ' |ndividuals

Run LCloze

Figure 153: Example: Select Report dialog box

Select the report you wish to run.
Select the Ranges option.

Click the Run button. The Report Parameter Selection dialog box will open.
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|| Missing Punches Parameter Selection

DATE RANGE
" Pay period
" Special
" Yesterday
" Today

PayPeriodsback [0 = St [G0707200T Monday
Select | Stop [08/27/2001 Monday

Policy ™ Forecasting
Pericd [ Reprocass

Emplopess

 Active  © lnactive (% Al

Emplopees
Departments
Divisions

Groups

@ 4 " Range [anpErson, Frawk =] To [wasmrmcron,can =]
(o] C Range  [1 cusiz] To [2 Proi=]
(o]  Range  [oooo 260 =] To [oooz cal: 2]
(oY " Range Jooy Tim ] To [ooz Time ]

Lancel I

Figure 154: Report Parameter Selection

6. Fill in the settings as appropriate:

Setting

Definition

Pay Period

Pay Periods Back

Select

Policy

Period

Special

Select this option to run the report for a pay
period. You will need to fill in the rest of the
pay period options that become available
when the option is selected.

Policy: Select the policy that contains the
pay period definition you wish to use.

Pay Periods Back: Enter the number of pay
periods in the past for which to run the report
Verify the dates shown in the Start and Stop
fields.

TIP: Entering O will run the report for the
current pay period.

Enter the number of pay periods in the past
for which to run the report Verify the dates
shown in the Start and Stop fields.

TIP: Entering O will run the report for the
current pay period.

Click this button to select the Policy that
contains the pay period definition you wish to
use.

Displays the number of the selected Policy
Displays the pay period frequency (weekly,
biweekly, etc.).

Select this option to enter the date range
manually.
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Start

Stop

Yesterday
Today

Forecasting

Reprocess

Employees

All

Range

The purpose of this field changes depending
upon which Date Range option has been
chosen.

If Special is chosen, enter the first date you
wish to display on the report.

If Pay Period is chosen, this field will display
the first date of the selected pay period.

If Yesterday or Today are chosen, this field
will display Yesterday or Today's date.

The purpose of this field changes depending
upon which Date Range option has been
chosen.

If Special is chosen, enter the last date you
wish to display on the report.

If Pay Period is chosen, this field will display
the last date of the selected pay period.

If Yesterday or Today are chosen, this field
will display Yesterday or Today's date.

Select this option to choose yesterday's date.
Select this option to choose today's date.

Check this box to include hours forecasted
from schedule (not worked yet) on the
reports.

Check this box to reprocess punch
information prior to running the report.

NOTE: This significantly slows down the
running of the report and is unnecessary if
you already have AutoProcessing turned on.

Select which type of employees you wish to
be included on the report.

Active: The report will print only Active
employees.

Inactive: The report will print only Inactive
employees.

Both: The report will print both Active and
Inactive employees.

Check All to indicate that you wish all items
in a collection to be printed.

Check Range to indicate that you wish to
choose a range of items.
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Employees Select the employees for whom you wish to
print the report. If you have chosen Range,
select the starting and ending employees.
TA100 Pro will print all employees between
the selected individuals (inclusive).

Departments Select the Departments for which you wish to
print the report. If you have chosen Range,
select the starting and ending Departments.
TA100 Pro will print employees in all
Departments between the selected items
(inclusive).

Divisions Select the Divisions for which you wish to
print the report. If you have chosen Range,
select the starting and ending Division.
TA100 Pro will print employees in all
Divisions between the selected items
(inclusive).

Groups Select the Groups for which you wish to print
the report. If you have chosen Range, select
the starting and ending Groups. TA100 Pro
will print employees in all Groups between
the selected items (inclusive).

7. When all settings are complete, click OK to proceed to the Additional
Reporting Parameters dialog box.

Additional Reporting Parameters

% Both % Both
" Full time: " Permanent " Haurly
1~ Part time = Temporamy 1~ Salary
SORT BY
% Number " Name ‘

% Maone ” Department £ Division  Group

QuUTPUT TO
[~ Sereen IV Printer [ File ™ E-mai ‘

| |
[’ |
|

OK | LCancel |

Figure 155: Additional Reporting Parameters

8. The Additional Parameters dialog allows you to further filter and group report
data. Fill in the settings as appropriate:

Setting Definition
Status These settings allow you filter which
employees' data will be printed.
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Full Time/Part Time/Both

Permanent/Temporary/Both

Hourly/Salary

Sort By

Group By

Output to

9. When all settings are complete, click the OK button to run the report.

Check Full Time to print only employees
whose Status is Full Time.

Check Part Time to print only employees
whose Status is Part Time.

Check Both to print both Full Time and Part
Time employees.

Check Permanent to print only employees
whose Status is Permanent.

Check Temporary to print only employees
whose Status is Temporary.

Check Both to print both Permanent and
Temporary employees.

Check Hourly to print only employees whose
Status is Hourly.

Check Salary to print only employees whose
Status is Salary.

Check Both to print both Hourly and Salary
employees.

Select the setting by which you want
employee records to sort. The options are
Number (Employee ID Number) or Name.

Select the setting by which you want
employee records to group (organize). The
options are None, Department, Division
and Group.

Select the media to which you wish to output
the report. The options are:

Screen: The report will preview on screen.
You are then able to print from the preview.

Printer: The report will be sent directly to the
printer.

File: The report will be sent to a FoxPro
report file.

Email: The report will be sent via email. If
you choose this option, you will be given an
additional screen to enter the email
recipients. (See Emailing a Report, page
187).

NOTE: Reports can only be Emailed via
Microsoft Outlook.

NOTE: Some reports may prompt for additional information particular to the
specific report at this point. You may also be prompted for Email recipient
information, if you choose to send the report via email.
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10. The report will output to your choice (Screen, Printer, File or Email.)

11. After receiving the report, click the Close button until you have exited all the
dialog boxes.

Running a Report by Individual
1. Click Reports to display the report categories.

2. Select the category in which you wish to search. The Select Report list for
that category will appear.

Reports and Listings Selection

- Selection

Time Card [One Line)
 Daily Time Card [One Line TA200]
Time Card [Categony Surnmary)
(
(

" Payrall Exparts Time Card [Dept]

1 Ligtings Time Card (D ept. Suramary)

Hours

Shift Summary

Who's Scheduled

Coverage

Employee ‘wage

Emploves ‘Wage with Categary =

" Ranges % |ndividuals

Run I LCloze |

Figure 156: Example: Select Report dialog box

3. Highlight the report you wish to run.
4. Select the Individuals option.

5. Click the Run button. The Report Parameter Selection dialog box will open.

Absences Parameter Selection

- Date Rang
" Pay period Pay Periods back |0 | - Start [08/27/2000  Monday
1+ Special Select Stop [0B/27/20Mm Monday
C esterday AN T — [ Forscasting
 Today Petiod ¥ Reprocess
Employees hetive O lnactive Al

Add all =

REYNOLDS . ADELE 00047

SMITH, JOHN 00005
[MASHINGTOM, CAROL 00001 Department
Division

Group
LI Bemove all LI
4 Awvailable 1 Selected

i Close

Figure 157: Report Parameter Selection

6. Fill in the settings as appropriate:
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Setting

Definition

Pay Period

Pay Periods Back

Select

Policy

Period

Special

Start

Stop

Select this option to run the report for a pay
period. You will need to fill in the rest of the
pay period options that become available
when the option is selected.

Policy: Select the policy that contains the
pay period definition you wish to use.

Pay Periods Back: Enter the number of pay
periods in the past for which to run the report
Verify the dates shown in the Start and Stop
fields.

TIP: Entering O will run the report for the
current pay period.

Enter the number of pay periods in the past
for which to run the report Verify the dates
shown in the Start and Stop fields.

TIP: Entering O will run the report for the
current pay period.

Click this button to select the Policy that
contains the pay period definition you wish to
use.

Displays the number of the selected Policy

Displays the pay period frequency (weekly,
biweekly, etc.).

Select this option to enter the date range
manually.

The purpose of this field changes depending
upon which Date Range option has been
chosen.

If Special is chosen, enter the first date you
wish to display on the report.

If Pay Period is chosen, this field will display
the first date of the selected pay period.

If Yesterday or Today are chosen, this field
will display Yesterday or Today's date.

The purpose of this field changes depending
upon which Date Range option has been
cho